OPT OUT OF SCREENING PROGRAMME

Aim

To allow eligible participants to make an informed choice to opt out of the screening programme in line with BSW policy. 
Every active refuser is given the opportunity to change their minds.
Method

	Request to permanently opt-out
	Who
	When

	Participant contacts the helpline to request to opt out of screening. Ensure you are speaking to the participant and check 3 identifiers ie name, address, DOB, NHS number/BSIMS number. Access the participants BSIMS record.
	CAD
	As required

	Add a note to the participants record to document the discussion – explain to the participant that they will be invited again if they do not return the opt out form.
	CAD
	As required

	Check if participant is on either call/recall or positive pathway
	CAD
	As required



	Call/Recall Pathway
	Who
	When

	Using the ‘Participants Actions’ on the right-hand side of the BSIMS record select ‘Suspend’
	CAD
	As required

	Using the drop-down selection, select ‘SU2 – Suspend – Participant wants to opt out’, click ‘Suspend’.
BSIMS will automatically produce an opt out letter – print letter using the letter production procedure
	CAD 
	As required

	Once letter has printed, change the participants status to ‘Interim Status Code (ISC)’, add in comment box – “opt out form sent, episode to be closed, participant will be ceased in due course, if opt out form returned”
	CAD
	As required

	Close the episode and accept recall date
	CAD 
	As required




	Positive Pathway
	Who
	When

	Change participants record to ‘Interim Status Code (ISC)’, add a note in comment box – “Interim status code to allow opt out form to be sent as participant is on positive pathway”
	CAD
	As required

	Using the ‘Participants Actions’ on the right hand side of the BSIMS record select ‘Suspend’
	CAD
	As required

	Using the drop down selection, select ‘SU2 – Suspend – Participant wants to opt out’, click ‘Suspend’.
BSIMS will automatically produce an opt out letter – print letter using the letter production procedure
	CAD 
	As required

	Keep a log of the participants record on your tracking sheet
	CAD
	As required

	If no Opt Out form received within 2 weeks, participants record should be placed on decline pathway “SU10[ASI]PA7”, add note in comment box: Return to positive pathway, as signed opt out form not returned/received.
BSIMS will automatically produce a ‘DEC2’ decline assessment appointment letter, print letter using the letter production procedure
	CAD
	2 weeks post opt out




	Action the opt-out for either pathway
	Who
	When

	On receipt of the Opt Out form, scan the form to the participants record, using the scanning procedure
	CAD
	As required

	Using the ‘Participants Actions’ on the right hand side of the BSIMS record select ‘Cease’
	CAD
	As required

	Using the drop down selection, select ‘CD2 – Cease – opt out’, click ‘Cease’.
BSIMS will automatically produce confirmation letter – print letter using the letter production procedure
	CAD
	As required

	Confidentially destroy the paper copy
	CAD
	As required

	Should a person indicate that they wish to opt-out but refuses to sign the opt-out form refer the matter to All Wales Pathway Co-ordinator or All Wales Pathway Manager for ceasing approval
	CAD
	As required

	If anyone other than the participant contacts, no action can be taken, unless the person has Power of Attorney for health and well being
	CAD
	As required



	Refusal of signing opt out form
	Who
	When

	Document on BSIMS the conversation had with the participant of the need to sign opt out form
	CAD
	As required

	Inform Screening Pathway Manager or Screening Pathway Co-ordinator of refusal
	CAD
	As required

	Enter participants BSIMS record to check correct information has been given to the participant regarding signing opt out form
	Screening Pathway Manager/ Screening Pathway Coordinator
	As required

	Inform Head of Programme that the participant is refusing to sign opt out form but wishes to opt out of the programme
	Screening Pathway Manager/ Screening Pathway Coordinator
	As required

	Review participants BSIMS record to determine if participant can be ceased from screening without signing opt out form and inform Screening Pathway Manager or Screening Pathway Coordinator of decision
	Head of Programme
	As required

	Document decision of Head of Programme on BSIMS and update accordingly
	Screening Pathway Manager/ Screening Pathway Coordinator
	As required

	Using the drop down selection, select ‘CD2 – Cease – opt out’, click ‘Cease’.
BSIMS will automatically produce confirmation letter – print letter using the letter production procedure
	Screening Pathway Manager/ Screening Pathway Coordinator
	As required



	Clearing the ‘flag for checking’
	Who
	When

	Access ‘flagged for checking’
	CAD
	As required

	Enter the participants BSIMS record
	CAD
	As required

	Check the signed opt out form has been attached to the BSIMS record, and that it is signed correctly
	CAD
	As required

	Select ‘Clear Checked Flag’
	CAD
	As required

	Note ‘Opt out form returned and signed – admin checks complete’ and save.
	CAD
	As required



