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6.2.1 Staff Responsible

Managerial Responsibility
All Wales Screening Pathway Manager 

Screening Pathway Managers

Operational Staff
Screening Pathway Administrators 

QA Advisor
Head of Screening Pathway Services


6.2.2 Quality Standard
Participants between the age of 24-64 years with a cervix may request to decline a screening episode or permanently opt-out of screening. 

CSW will have clear protocols and information outlining:
· The process for permanent opt out 
· The risks and benefit of screening 
· How participants can re-enter the screening programme 

Should a participant indicate that they wish to opt out of one or more screening programme all such requests are dealt with on a one-to-one basis at Director level.  Once a decision has been reached individual programmes will update their systems accordingly. 


6.2.3 Method

NOTE: 
i) When ceasing from screening and discharging from SafetyNet, actions must be undertaken in the following order:
· Discharge from SafetyNet
· Confirm discharge from SafetyNet
· Cease participant from screening
· Confirm cessation

ii) Task – Review Pending Cease (Participant – Cease Review) should be completed prior to invitation run.

	i) Request to postpone a current invitation offer


	A participant may request to opt out of a current invitation offer for cervical screening but does not wish to permanently opt out.  

In these circumstances:
· A participant can request to defer an appointment/invite once within any screening invitation cycle for up to 12 months e.g., pregnant, extended travel, unwell.
· This can be done via email or in writing by the participant themselves or from a medical professional who will be asked to confirm that the participant is aware of the request and details recorded on the system that a request has been made. Requests from medical professionals must include three unique identifiers of the individual and the reason and timescale for deferral.  
· Date, reason, and source of request to be recorded on the participant’s record.
· Any correspondence must be attached to the participants record on CSIMs at the point of receipt. 
· No confirmatory letter sent to participant or GP when the request is to defer within current screening invitation only

If a further postponement is requested this must be passed to the LNS for consideration and agreed action. 



	ii) Request to permanently ‘opt out’ of a screening programme

	The opt out letter will only be used in the following way:
· No person is “ceased – opt out” at the request of anyone other than the person themselves or a person who has Lasting Power of Attorney for Health
· No person is “ceased – opt out” on their own request unless and until they have signed and returned the slip at the bottom of the opt out letter. The letter must be signed by the person themselves or a person who has Lasting Power of Attorney for Health.  Evidence of LPA must be provided prior to action being taken.
· In the case of a ‘Best Interest Cease’ under the mental capacity act, the CN01 must be returned prior to a permanent cease being confirmed.
· An opt out letter is only sent when the person, or someone acting on behalf of the person who has Lasting Power of Attorney for Health, has requested, either verbally or in writing (paper or electronic).

Opt out forms can be sent via email to an individual. Where a opt out form is requested via post, a prepaid return envelope is sent with all opt out requests (WDI1 & WD1A (auto attachment) for participants to return). 

Health professionals can request that a form is sent to an individual, however, opt out requests must be signed by the participant. In the instance the individual is unable to sign for themselves, the Best Interest Cease process must be followed. (see section 6.7)

	If a signed opt out is returned the participant can be ceased and a confirmatory letter (WD1B & WD1BGP) of ceasing action must be sent to the participant and their GP notified (paper or electronic).

Signed copies returned to programme will be accepted in paper format or, if scanned and emailed, electronically.

	If a participant refuses to sign the opt-out form, then ‘exception’ ceasing action can be applied by Head of Programme and/or Clinical lead.  

Participant must be placed on pending cease and not confirmed until written confirmation is received from Head of Programme/Clinical Lead and saved to participant record.  

Cease confirmed must not be actioned until written confirmation from HoP/CL is attached to CSIMS.

	CSW SCREENING FOLLOWING COLPOSCOPY: Opt-out requests from further screening for participants currently in Colposcopy should be managed on a case-by-case basis by the LNS.  

Opt-out request forms must still be completed by participants in Colposcopy, following the above process and the cease must be clearly documented on CaNISC.



	iii) opt out request for multiple screening programmes

	Should a person indicate that they wish to be permanently excluded from screening but refuses to sign the opt out letter, the matter is reported to the Head of Programme, Clinical Lead and Director for consideration.



	iv) Re-including “Ceased” people into a screening programme

	If a previously ceased participant contacts the programme, either verbally or in writing, to request that they be re-included in the screening programme, their “ceased” status is returned to an appropriate recall status dependent on their previous management. If the participant presents for cervical screening they will be automatically opted back into the programme on receipt of the test.

* The Mental Capacity Act 2005 has made provision for people to make health and welfare decisions on their behalf through a Lasting Power of Attorney (LPA). From October 2007 (in Wales) these replaced Enduring Powers of Attorneys (EPAs) which only covered financial affairs.  A person holding an EPA is not able to make health decisions on the other person’s behalf.  An EPA is not automatically upgraded to an LPA. (Pleases refer to section 6.7 for further guidance).



	v) Processing active refusers on CSIMS
	
	

	All opt out requests must be sent a CSW opt out form generated from the participants record and a note added to the record ‘opt out request received via telephone/letter/other’.  All opt out letter requests are sent with a Prepaid return envelope to participants.

All written opt out requests to be attached to the participants record but no change to recall until a signed proforma has been returned

From Participants record select:
· Messages tab
· Add message 
· Choose letter WDI1 (from ad hoc)
· Letter is automatically queued 
· Letter to be printed and collected from printer immediately and sent with prepaid envelope to participant

No change to recall is made at this point.
	SPA
	On request within 5 working days of receipt

	On receipt of signed opt out form the details are checked against CSIMS prior to ceasing e.g., signature matches name of record.

Step 1
Via the participants details tab:
· Ceased tab
· Add pending inactive registration/cease
· Add reason for ceasing (CSWPR – Participant Request)
· Select option for how informed
· Attach electronic file of the signed notification document (this is mandatory on CSIMS)
· A note must only be added if it adds clarification to the query
· the recall is ceased, and the participant and GP letter is queued but must not be printed until STEP 2 is complete - WD1B (confirmation of ceasing)

The above action will result in the record appearing in the Task Worklist Participant – cease review and will remain in the worklist until the cease is confirmed.
	
	

	Step 2
Confirming ceasing 

· View participant screen
· Select cease tab and view record
· View attachment and ensure correct documentation has been attached to the record.
· Select ‘Confirm’*
· Print confirmation letter immediately and cross check against CSIMS prior to posting.

*If confirmation can’t be confirmed the task will remain open – required attention and must be assigned to a manager.

Original paperwork to be confidentially destroyed immediately after cease confirm.
	SPA
	



	vi) Retention and destruction
	Who
	When

	 All participant letters and forms relating to a ceasing request are scanned to CSIMS and kept indefinitely.  Once saved to CSIMS and cease is confirmed all paper copies can be confidentially destroyed.
	SPA
	On receipt




6.2.4 Quality Control/Audit 
CSIMS will not allow ceased pending and ceased confirmed to be undertaken by the same user

	Public Health Wales 
CSW Quality Manual
	Section: 3PA.Pathway Administration 6.2
	Status:  Approved




	Approved at CGQA 09.10.2023
	Version: 1.0
	
	Page 214 of 325

	If you choose to print this document, it is your responsibility to ensure you always refer to the most up to date version, please be aware the electronic version will always be the most up to date








