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	03.SP Screening Pathway Administration

Excluded - Informed Opt Out   

	The Excluded – Informed Opt Out Pathway is a 2 step confirmation process and to be used when a request is received by a participant or other source (e.g. GP or relative/carer) for no further appointments and who wish to be Excluded and Opted Out of the Screening Program. There is a failsafe of 10 months (default) to confirm or decline the participant’s opt out request.
A participant can choose to Opt Out and be excluded from the Screening Programme for a period of 3 years or they can choose Permanent Exclusion. All ‘awaiting confirmation’ have a timer attached to them that is started when a participant enters the awaiting confirmation state.  If the participant remains in the state for the duration of the timer, it will push the participant back into the screening pathway and invite them in the usual way (closed). 
If no confirmation is received at the timer set, Letter 293 is generated and sent to the Participant.  Letter 294 is also generated and sent to the GP.  These letters will be managed as part of the daily print run and will be printed internally at DESW. 
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	Screening Administration Pathway 
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	USER GUIDE 14.1 Request for OPT OUT - Participant contacts DESW via the Helpline 

	1.1 Screening Pathway Administrator to confirm participant details and update Optomize if informed of any changes

1.2 Screening Pathway Administrator to explain Opt Out process to participant, 3 year or Permanent exclusion, ensuring they are made aware of the benefits of attending their eye screening appointment and that they will automatically be recalled in three years, unless permanent exclusion requested, as per policy

1.3 Screening Pathway Administrator to ask reason if not already given and add comment by:

a. Click on Edit

b. Select Comments

c. Add Comment

d. Right click on mouse ‘Your Text’

e. Add the following Pre-Defined text:
Telephone call received from (participant name), request for no further appointments requested Opt Out  (you  must add reason)

1.4 Copy note recorded in Comments and:

a. Go to ‘Care Pathway’ Tab,  ‘Excluded’ and Select ‘Informed Opt-Out’ (see below)
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Excluded

4 Informed opt out / Confirm / Decline
Select this option if the patient has declined to participate in the screening programme. The patient will be recalled automatically on
the selected date. The maximum opt out duration is 3 years in the future from today’s date.

# Medically unfit / Confirm / Decline
Select this option if the patient is terminally ill, has a pre-existing condition and will never be able to benefit from and/or receive
treatment or the patient can never be scresned by digital photography or graded due to 3 pre-existing condition. These patients will
be excluded from the screening programme.

Off-register

{+ Not diabetic / Confirm / Decline
‘Select this option if the patient was incorrectly coded as diabetic and so should not be part of the screening programme.

x Deceased
Select this option if you have been notified that the patient is deceased. The date of death must be recorded when using this option.
Note that all un-printed letters will be cancelled and the patient will be moved out of any appointments that have been booked for
‘them.

‘Sem'mmmhnmnml(onﬁnnlbedm
Select this option for patients who are being seen in another screening programme but still five within the area covered by this
programme.

& under 12
Select this option for patients who are under 12 years of age. This option will only be available if an appropriate date of birth has
been entered.

4 Refused demographic transfer but previously screened / Confirm / Decline
Select this option if the patient has refused the transfer of demographic information but has previously been screened.

% Moved out of area / Confirm / Decline

Select this option if the patient has moved out of the ares covered by the screening programme. This option will NOT be available
e e -

Ineligible

& NPLin both eyes / Confirm / Decline
Select this option if the patient has been desmed by an ophthaimologist 35 being no longer suitable for screening. For example, dus
o having NBL in both eyes.

Other

g Post Office return
‘Select this option if 3 letter to the patient has been retumed by the Sost Office. These patients should be updated and made active
s s00n as possible.

) Make eligible for screening
Select this option if the patient should be made eligible for screening immediately. This option will NOT be availble when 3 patient
is in any grading state (with the exception of In Care Ophthalmology grading).

Q Postpone screening to a future date
Select this option if the patient should be made eligible for screening 3t 3 spcified date in the future. If the patient is in the Digital
Surveillance pathway, they will become eligible for Digital Surveillance screening on the date specified. This option will NOT be
available when 2 patient is awaiting any level of grading.

8 Move to Routine Digital Screening
This option will only be available for patients marked as pregnant AND in the Digital Surveillance pathway. OR for patients in the Slit
Lamp pathway. This option will NOT be availsble when 2 patient is awaiting any level of grading.

& Move to Digital Surveillance
This option will only be available for patients marked 3z pregnant. This option will NOT be svailable when 3 patient is awsiting 2ny
level of grading.

© Move to Ophthalmology for DR
This option will only be available for patients who have not opted out and who are NOT on a grading queue.

© Move to Ophthalmology for non DR

This option will only be available for patients who have not opted out and who are NOT on a grading queue.




b. The following box appears and you must paste note copied from comments and click FINISH, the failsafe date will automatically be set at 10 months, and MUST not be amended at this point
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Please complete the remaining details and click Finish to confirm the care pathway change. Othenwise. click ‘Cancel.
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1.5 Click Finish and Apply which will generate the following 3 letters:

a.  Participant letter 170 – Patient Opt Out Notice (send with SAE)
       b. Letter 171 to the GP
       c. Letter 172 to the Diabetologist
1.6 Arrow back to ‘Letters Tab’, print and send letter 170 to participant with
      stamped self-addressed envelope included and send Letters 171 and 172

1.7 Check participants lozenge and ensure ‘Current State’ is recorded as ‘Patient Refused Screening - Awaiting Confirmation’ and ensure ‘Pending Event’ is recorded as: ‘Awaiting Opted Out Confirmation Failsafe’ and check date set at 322 days (approximately 10 months)
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	USER GUIDE 14.2 Letter received from participant requesting no further appointments

	2.1 If DESW receives a letter from the participant requesting no further appointments, participant is placed on Excluded – Opt Out pathway and procedure to be followed as above from 1.3 (a) adding the following Pre-Defined text:

Letter received from (participant name), request for no further appointments (you must add reason)


	USER GUIDE 14.3 Receipt of returned Opt-Out form (3 year Opt Out requested)  

	3.1 Letter received at DESW from participant confirming they wish to Opt-Out and date stamped by Reception Staff

3.2 Letter passed to Screening Pathway Administrators who will check if 3 year or Permanent Opt Out Pathway chosen and ensure all details are correct including participant signature (must be signed by participant unless accompanied by confirmation of POA for health).  Any incomplete forms are returned to the participant for completion with a compliment slip and note placed on participant notes but participant management is not to be amended on Optomize. (Do not change date set)
3.3 Screening Pathway Administrator to search for participant record on Optomize and go to Comments and:

a. Add Comment

b. Right click on mouse – ‘Your Text’

c. Add the following Pre-Defined Text:
Signed Opt-Out Letter received from participant – 3 year Opt Out requested - as document attached, letter to GP to inform of participant request
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Excluded

4 Informed opt out / Confirm / Decline

Select this option if the patient has deciined to participate in the screening programme. The patient will be recalled automatically on
the selected date. The maximum opt out duration is 3 years in the future from today's date.

2 Medically unfit / Confirm / Decl
Select this option if the patient is terminally ill, has a pre-existing condition and will never be able to benefit from and/or receive
treatment or the patient can never be screened by digital photography or graded due to 3 pre-existing condition. These patients will
be excluded from the screening programme.

Off-register

<+ Not diabetic / Confirm / Decline
Select this option if the patient was incorrectly coded as diabetic and so should not be part of the screening programme.

x Deceased
Select this option if you have been notified that the patient is deceased. The date of death must be recorded when using this option.
Note that all un-printed letters will be cancelled and the patient will be moved out of any appointments that have been booked for
them.

@) Seen in another programme / Confirm / Decline
Select this option for patients who are being seen in another screening programme but still live within the area covered by this
programme.

& under 12
Select this option for patients who are under 12 years of age. This option will only be available if an appropriate date of birth has
been entered.

4 Refused demographic transfer but previously screened / Confirm / Decline
Select this option if the patient has refused the transfer of demographic information but has previously been screened.

™ Moved out of area / Confirm / Decline

Select this option if the patient has moved out of the ares covered by the screening programme. This option will NOT be available
when 3 patient is in any grading state (with the exception of In Care Ophthaimology grading).

Ineligible

& NPLin both eyes / Confirm / Decline
Select this option if the patient has been desmed by an ophthaimologist 35 being no longer suitable for screening. For example, dus
o having NPL in both eyes.

Other

& Post Office return
Select this option if 3 letter to the patient has been returned by the Post Office. These patients should be updated and made active
s s00n as possible.

) Make eligible for screening
Select this option if the patient should be made eligible for screening immediately. This option will NOT be available when a patient
is in any grading state (with the exception of In Care Ophthalmology grading).

Q Postpone screening to a future date
Select this option if the patient should be made eligible for screening 3t 3 specified date in the future. If the patient is in the Digital
Surveillance pathway, they will become eligible for Digital Surveillance screening on the date specified. This option will NOT be
available when a patient is awaiting any level of grading.

8 Move to Routine Digital Screening
This option will only be available for patients marked as pregnant AND in the Digital Surveillance pathway. OR for patients in the Slit
Lamp pathway. This option will NOT be availsble when 2 patient is awaiting any level of grading.

& Move to Digital Surveillance
This option will only be available for patients marked as pregnant. This option will NOT be available when a patient is awaiting any
level of grading.

9. Move to Ophthalmology for DR

This option will only be available for patients who have not opted out and who are NOT on a grading queue.

9. Move to Ophthalmology for non DR

This option will only be available for patients who have not opted out and who are NOT on a grading queue.




3.5  The following box appears and you must type  ‘Signed Opt –Out Letter received from participant’
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3.6 You MUST ensure you manually change date to 34 months from date of first notification from participant 

3.7 Click Finish and Apply which will generate  3 letters:

· Participant letter 213 – Opt Out Confirmed

· GP letter 214 GP – Opt Out Notice Confirmed 
· Diabetologist letter 215 – Opt Out Notice Confirmed
3.8 Arrow back to ‘Letters’ and print and send the 3 letters to Participant, GP and Diabetologist
3.9 Scan signed opt out letter to participant record and destroy original in confidential waste.


	USER GUIDE 14.4 Receipt of returned Opt Out form (Permanent Exclusion)

	4.1 Letter received at DESW from participant confirming they wish to Opt-Out and date stamped by Reception Staff

Letter passed to Screening Pathway Administrators who will check if Permanent Opt Out indicated and to check all details are correct including participant signature (must be signed by participant unless accompanied by confirmation of POA for health). Any incomplete forms are returned to the Participant for completing with a compliment slip and note placed on Participant notes but Participant management is not to be amended on Optomize. (Do not change date set)
·  If Permanent Opt Out requested the form should be scanned to participant record. 
· Add the following Pre Defined Text:

        Signed opt letter received by participant for permanent exclusion passed to
        HOP
· SPA to send weekly E-mail with Participant details to inform HOP Participant wishes to Opt Out Permanently copy Screening Pathway Coordinator. 

4.2 If permanent opt out is confirmed by Head of Programme, they will place a note on the participant record confirming their decision.
· Once confirmation from HOP received, SPA to search for participant record on Optomize and go to Comments:

· Add Comment

· Right click on mouse – ‘Your Text’

· Select from pre-defined text:
 ‘Signed Opt-Out Letter received from participant requesting permanent OPT OUT of PROGRAMME - as document attached, letter to GP to inform of participant request’

· Select ‘Care Pathway’ – ‘Refused Demographic Transfer but Previously Screened’ and type in box:
 ‘Request for Permanent Opt Out, Signed Opt Out Letter received from participant’
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Click Finish and Apply 

· Optomize will generate letter 218 GP – Refused Demographic Transfer to the GP and SPA to print and place to post




	USER GUIDE 14.5 Unable to sign or refuses to sign an Opt Out Form

	5.1 If a participant is unable to sign an opt out form, then we can accept the signature of someone who holds a Health & Welfare Lasting Power of Attorney on behalf of the participant. 

5.2 If there is no-one that can legally sign on behalf of the participant then it is possible for the participant to send an e-mail to the All Wales Screening Pathway Manager requesting to be opted out. The body of the e-mail must include:

i. NHS Number

ii. Participant name

iii. Participant DOB

iv. Participant Address

v. Duration of opt-out requested e.g. 3 years or permanent

5.3  
If a participant refuses to sign an opt out form, the NHS Number and details of the   call/letter should be passed to the Screening Pathway Coordinator who will forward it onto the Head of Programme to make a final decision about appropriate pathway.



Participant already moved to Excluded – Informed Opt Out (from V4.0)

If a participant is already in a confirmed state (due to historic transfer from V4.0) and they return a signed form for a three year opt out, they will need to be placed back onto the unconfirmed ‘Informed Opt Out’ pathway before being re-confirmed on the opt out pathway with an expiry date 34 months from date of first notification from participant.
Failsafe Audit of Permanent Opt Out Pathway
On a monthly basis the Screening Pathway Coordinator will review all records on the ‘refused demographic transfer but previously screened’ pathway to ensure no participants have been added to this cohort inappropriately. 
Letters switched on:

To be printed by SPA’s on the Helpline:
170 – Participant – Opt Out Notice – To be printed by SPA and posted with SAE

171 -  GP – Opt Out Notice – To be printed by SPA

172 – Diabetologist – Opt Out Notice – To be printed by SPA

To be printed by SPA responsible for the Failsafe Pathway  - Opt Out:
213 – Participant Opt Out Notice Confirmed  

214 – GP – Opt Out Notice Confirmed 

215 – Diabetologist – Opt Out Notice Confirmed

218 – Refused Demographic Transfer – Permanent Exclusion

To be printed by SPA on the the daily print run:

293 – Participant Failsafe letter (generated at 10 months if no confirmation received)
294 – GP Failsafe Letter (generated at 10 months if no confirmation received)
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