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The Health and Social Care Information Centre is a non-departmental body created by statute, also known as NHS Digital.

Copyright © 2021 NHS Digital	5
The National Cancer Waiting Times Monitoring Database contains data collected from care providers. This is submitted to the Cancer Waiting Times (CWT) system, developed and hosted by NHS Digital under direction from NHS England. The system provides reporting and viewing functionality as well as submission and data validation functionality and allows different user types access to information within it for different purposes. 
The way in which users request access to CWT has now changed. 
Not all users will be required to submit this Data Users Certificate (DUC) form, further information is detailed below.
	User Type

	Criteria
	DUC Form Required
	Process Instructions

	Submitter
(NHS Trust or Independent Service Provider)
	Users who are submitting or editing data
For direct patient care purposes on behalf of an NHS Trust
	
	See Section A

	Non- Submitter
(NHS Trust or Independent Service Provider)
	Users who are viewing data 
For direct patient care purposes on behalf of an NHS Trust.
	
	See Section A

	DSCRO
	Please contact the Data Service for Commissioners team on dsfcliveservice@nhs.net for further information

	Other Users 

	Users from the following;
CCG, Cancer Alliance, NHS England, NHS Improvement, Public Health England
	
	See Section B



Section A - Process Instructions - Submitter / Non-Submitter
Users must submit this DUC form on pages 5/6 of this document.
It must be signed by the Senior Information Risk Owner (SIRO) or Information Asset Owner of their employing (host) organisation. 

The completed and signed form must be returned to the National Service Desk ssd.nationalservicedesk@nhs.net from the mailbox of the organisations appropriate SIRO, IAO or NHS England authoriser.

How to Complete the form
· Organisation Details
The National Code required for set up on the CWT system is the ODS organisation code for your organisation

· SIRO / IAO Details
If you are unsure of your organisation’s SIRO / IAO or need to register a new one the forms can be found here: https://digital.nhs.uk/organisation-data-service/our-services

Additional users can be added to the form by completing multiple copies of Part C. There is no limit to the number of users at an organisation. However, each Part C submitted must be accompanied by a signed Part B

Following receipt and activation of an application, additional users must be submitted to the National Service Desk on a new form.

· User Details
We require a valid email address, name and contact telephone number for all users. 

Once your user request is processed you will be set up on the collection component of the CWT system which is called the Strategic Data Collection Service (SDCS). The SDCS system will email users, using the email address(es) provided in Part C, with a link to the new system. The first time a user accesses the new system they will be required to register for a CWT specific Single Sign On (SSO) account. 

For users who need to submit or edit data the “Submitter” role should be selected. 
A record audit will be available which shows all previous versions of a record. Based on user feedback we have been asked to provide the contact details of the user who made the changes for each version of the record. For Data Submitters who do not wish for this information to be shared a ‘N’ should be entered into this column. 
If the column contains a ‘Y’ or is left blank, we will assume that the user is happy for their contact details to be shared with other Data Submitters in this way.

Users with the “Non-Submitter” role WILL NOT be able to submit data files, or create or edit records onscreen. They may be able to view records onscreen depending on which organisation type they belong to. 


Section B - Process Instructions - Other Users (e.g. CCG, Cancer Alliance etc.)

A DUC form is not required, however, users who require access to the CWT system must firstly have a Data Sharing Agreement (DSA) in place that includes the CWT data set.

The DSA will be between the employing (host) organisation and NHS Digital and will detail the specific purpose(s)/intended usage for that data. 

For more information about how to obtain a DSA via the Data Access Request (DARS) process, please see https://digital.nhs.uk/services/data-access-request-service-dars

How to apply
With a valid DSA in place, users must request access by sending an email to DARS (data.applications@nhsdigital.nhs.uk).

The email will need to include;
· The DARS-NIC reference number of the most current approved DSA 
· Users who require access under this DSA to include (existing as well as new);  
· Forename/Surname, Email address and telephone number for each user

The email MUST include the DSA Approver as a ‘Cc’.
It will be the DSA Approver’s responsibility to ensure the requested users are appropriate (noting that all users should be substantively employed by the requesting organisation unless otherwise agreed in the DSA).

If there are any changes to users approved under a DSA (e.g. to request new access or remove access) the named applicant must follow the steps above and notify data.applications@nhsdigital.nhs.uk 







Cancer Waiting Times Data User Certificate (DUC) Form

PART A – Organisation Details
Organisation Name ………………………………………………….	  
National Code	…………………………………………………
Organisation User Type (tick appropriate box – ONE only per DUC form):
	NHS Trust / Independent Service Provider (Submitter)	

	NHS Trust / Independent Service Provider (Non-Submitter)

	

{insert footer re NSD form updated}
Part B – SIRO [in full] or IAO Authorisation
Name (Please Print): ………………………………………………………………………………
E-mail Address: ……………………………………………………………………………………
Telephone Number: ……………………………………………………………………………….
Date: …………………………………………………………………………………………………
Note: by signing this certificate you are permitting NHS Digital to set up the users listed in Part C against the organisation in Part A. Those users where the Data Submitter box is checked will be able to submit and edit data. All other users will be able to view data based on permissions set within the system for the organisation they belong to. 
SIRO, IAO or NHS England Signature ……………………………………………………

NB: This form MUST be submitted to the National Service Desk email : ssd.nationalservicedesk@nhs.net from the mailbox of the organisations appropriate SIRO, IAO or NHS England authoriser.
Cancer Waiting Times Data User Certificate
	
Failure to complete the above action will result in the rejection of this request.
Part C – User Details
	Email Address
	First Name
	Surname
	Telephone number
	Consent to share contact details (Y/N) see notes
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