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Out of Area Placements – Registration Process and Form




  

 

USER REGISTRATION
Please complete this form electronically by typing in the grey shaded text boxes, so as to avoid any delays in processing. You can easily move between the grey boxes by using the ‘Tab’ key.
PART A: ORGANISATION SECTION 
Trust Name and ODS Code 



e.g. 
South London & Maudsley NHS FT (RV5)

Organisation Data Service codes can be found on https://odsportal.hscic.gov.uk/ by entering your organisation type (e.g. NHS Trust Site/Independent Provider site) and name. 
PART B:  USER ADMINISTRATION 
Please give details of all users who require access to the Out of Area Placements Collection.
N.B. Each registered user needs to have a unique email address, which should be the one used when the Single Sign On (SSO) Account was created. 
User 1
Name:
 



Job Title


      
Telephone:

 
     
E-mail: 


     
(this needs to be the email used to register for the SSO account) 


User 2

Name:
 



Job Title


     

Telephone:

 
     
E-mail: 


      (this needs to be the email used to register for the SSO account) 

User 3

Name:
 



Job Title


      
Telephone:

 
     
E-mail: 


      (this needs to be the email used to register for the SSO account) 
User 4

Name:
 



Job Title


      

Telephone:

 
     
E-mail: 


      (this needs to be the email used to register for the SSO account) 

User 5
Name:
 



Job Title


      

Telephone:

 
     
E-mail: 


      (this needs to be the email used to register for the SSO account) 

User 6

Name:
 



Job Title


      

Telephone:

 
     
E-mail: 


      (this needs to be the email used to register for the SSO account)

Number of users for who access is required:      
PART C:  CALDICOTT GUARDIAN APPROVAL
Please approve all of the user details in Part B, by electronically completing your details below and emailing the completed form using your NHS or professional email account to:


" 
enquiries@nhsdigital.nhs.uk



With the subject field heading:
“OAPs Collection – User Registration”
Please review the Directions document from the Department of Health prior to completing this form:

· Directions document – this sets out the Acts and Regulations invoked in the Direction. 

Details of Organisation’s Caldicott Guardian
Name: 


     
Telephone:

     
E-mail: 

     
Date:


     
Appendix A: User Terms and Conditions of Access
The Out of Area Placements Collection contains confidential patient information and users have a duty of confidentiality under the terms of the Data Protection Act. 
Your organisation’s Caldicott Guardian has overall responsibility for this data and you will be required to comply with all of the conditions that apply locally to the handling of patient data. 

Specifically, in respect of the Out of Area Placements Collection and NHS Digital, please note the following: 

· Do not access another users’ account. Access of another users’ record is a breach of the terms and conditions of use. This activity will be monitored.
· Do not reveal your password to anyone else – do not write it down. 

· Do not include the passwords automatically in the logon process i.e. don’t ask the system to remember it – type it in each time.
· If you think that someone may have seen your password, please reset it using the ‘Forgotten details?’ facility on the sign in screen.
Create Single Sign On User Accounts 


Each user who will enter, view or download data for your organisation must create an online account (called a Single Sign On - SSO) with NHS Digital. To create a SSO click on ‘Register’ within the ‘Sign in’ box on the right hand side of �HYPERLINK "https://login.hscic.gov.uk/Login.aspx?version=4&referrer=https%3a%2f%2fclinicalaudit.hscic.gov.uk%2f&info=https%3a%2f%2fclinicalaudit.hscic.gov.uk%3a443%2fSignIn.htm"��Sign In -NHS Digital�


Personal email addresses such as gmail, hotmail should not be used.


If you use a generic email address e.g. admin@xxx it is your responsibility to ensure that only you use that username and password to submit, view or download data. If you leave the organisation and someone else takes on that email address, they must inform � HYPERLINK "mailto:oaps.collection@nhs.net" �oaps.collection@nhs.net� and complete a new registration form.





Register Users for the Out of Area Placements Collection


Complete Parts A and B of this registration form. 


To avoid duplicate handling please enter as many users as you need on this form – up to six users can be entered per form.


The email address on the registration form must match the one used to create the SSO.


To find out your Organisation Data Service Code please visit: � HYPERLINK "https://odsportal.hscic.gov.uk/" �https://odsportal.hscic.gov.uk/�   or call 0300 303 5678. If you do not have an N3 connection, please contact the ODS team/Exeter Helpdesk: 0300 303 4034 and they will be able to tell you if you have a code.


If you need an organisation code created, complete the ‘Organisation site code request sheet’ �HYPERLINK "https://digital.nhs.uk/binaries/content/assets/website-assets/services/ods/organisation-code-request-form.docx"��here�.








Caldicott Guardian


Email the registration form to your Caldicott Guardian.


The Caldicott Guardian for the Trust or for the Independent provider organisation must complete Part C of this form and email it from their own professional email.


The Caldicott Guardian must be registered on the national Caldicott Guardian Register in order that their name can be validated to complete the registration process.


NHS Digital will check and action the registration and email all the users to confirm they have been registered onto the Clinical Audit Platform (CAP) to enter, view and download data.





Next Steps


If you have any queries please call the NHS Digital contact centre on 0300 303 5678 or � HYPERLINK "mailto:enquiries@nhsdigital.nhs.uk" �enquiries@nhsdigital.nhs.uk� 


If you wish to add additional users in future, a new registration form will be required for them.


If users leave role, or no longer require access, please email � HYPERLINK "mailto:enquiries@nhsdigital.nhs.uk" �enquiries@nhsdigital.nhs.uk�  


Once registered the Out of Area Placement Collection can be accessed to enter data, via the following URL: � HYPERLINK "https://clinicalaudit.hscic.gov.uk/oaps" �https://clinicalaudit.hscic.gov.uk/oaps� 












