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If you require any further assistance please contact the
Datix Helpdesk or via phone on 0151 254 2553
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Welcome - Please sign the Register:

* What is your knowledge of Incident Management on a
Scale of 0-5?

Complete the register before and after the training.

* Please feel free to ask any questions you may have that
are not answered during the training

YOUR FEEDBACK
MATTERS
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Incident Management Training

This training presentation is divided into 5 sections:

1 - Incident Management Overview & Pathway

2 — Incident Management Review & Approval (DIF2)
3 — Rapid Review Investigation Section

4 — Additional functions available

5 — Incident Module Protocol and Review Timescales
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Learning Objectives

* Establish an understanding of Incidents Module, as part
of the Datix Risk Management system

* Introduction to Datix Incident Management

* How to review and manage an incident using
DIF2 = Datix Incident Management Form

* |dentify, what to manage and how to manage

* |[dentify, lessons learned
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SECTION 1

Incident Management
Overview & Pathways
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Datix Incidents Module Overview

* DATIX is an integrated Risk Management system used to record, monitor and
report Risk and Performance Management (both internally and externally)
across the Organisation.

* The Incident Module within Datix provides a repository to record and manage
all Incidents, accidents and near misses. The Organisation recognises the
importance of incident reporting as an integral part of the risk management
strategy. The Organisation is committed to improving the quality of Health,
Safety and Welfare of its patients, staff and visitors. This is achieved through
consistent monitoring and review of incidents that result, or have the potential
to result in harm, damage to person, property or reputation. Incident reporting
is a fundamental tool of risk management. If incidents are not properly
managed, they may result in a loss of public confidence in the organisation
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Incident Definition & Timescales

What is an incident?

Any untoward or unexpected event that leads to actual or potential harm or
loss to Person, property or reputation

When do we report an incident:

All incidents need to be reported within 24 hours of them occurring or as soon
as an incident comes to our attention.

Who Should Report Incidents on Datix:

It is a requirement of all staff that they report any incident, accident or near
miss which has caused or has the potential to cause harm, loss or damage to
any individual involved or loss or damage in respect of property or premises
for which the organisation is responsible.

You do not require a Datix login or password to record an incident.

V1 Sept 2020



)

atix

PrimaryCare:2

Escalating incidents

In some circumstances, incidents will require immediate
escalation to relevant managers within the organisation.

Incident Level

This will depend on the incident level.

Escalation required

Level 2

Report on Datix within 24 hours.
* No additional escalation required — automatic email notifications
will be sent to relevant managers once reported.

* Additional escalation may be required, depending upon the
nature of the incident. If this is the case, phone your Line
Manager (In hours) or On Call Manager (Out of Hours).

* Report on Datix within 24 hours.

* Incident causing significant/major harm requires immediate
escalation to your Line Manager (In hours) or On Call Manager
(Out of Hours).

e Report on Datix within 24 hours.

V1 Sept 2020
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Incident Reporting Cycle

Incident
Occurs

All Actions Immediate
completed & actions
Incident closed taken

Investigation
completed as Complete Datix
required by DIF1 Form
DIF2

Incident
reviewed &
Managed by

DIF2 Manager

Managers
automatically
notified
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Incident Management Roles

DIF1 — Datix Incident Reporter

Any member of staff can complete a DIF1 form to report an Incident,
Accident or Near Miss.

All incidents must be reported within 24 hours.

Once completed the DIF1 reporter should select their relevant DIF2 Manger
within the Manager field at the bottom of the DIF1 Form which will send
them an automatic email notification of the incident

DIF2 — Datix Incident Managers

Managers have been identified across the organisation that are responsible
for reviewing and managing incidents to ensure all details are accurately
completed and that any investigations, documents and action plans are
updated and any lessons learned are shared within their area of
responsibility.
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Incident Management Roles (Cont.)

Key Leads

Senior Manager identified to provide the main link to the Quality & Governance
team (Q&G) for all Datix requirements. They are responsible for keeping
directorate profiles up-to-date, coordinating local training, ensuring
investigations are completed in a timely manner and providing feedback on
Datix operational issues and development requests.

Specialist Leads

Staff identified across PC24 who will provide specialist expertise to managers
dealing with a specific category related incident. Specialist leads include:
Clinical Leads, Health & Safety, Safeguarding, Medication Management,
Information Governance and IT.
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Incident Management
Review & Approval
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How to access the Incidents Module

System Access Specific Record Access
Email Notification

» Click on the DATIX icon on your desktop You can also access specific
records from the link contained
within any email notifications
you receive about the incident.

PC24 Datix Incident Form (DIF1) - IN DEVELOPMENT Once you have entered your
This is your test system, currently being developed for re-launch. . . e
PLEASE USE THIS FORM TO REPORT ALL INCIDENTS, ACCIDENTS & NEAR MISSES. Io.gln detalls the SpeCIfIC record
will open

» A blank Incident Reporting Form (DIF1) will appear on screen
» Click login to sign in to the Datix System.
» A login and password are required. You will be notified of your login details.

»If you require assistance contact the Datix helpdesk at Datix@pc24.nhs.uk
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Navigating the Datix System

Once you have logged into Datix you can navigate to the relevant module.

ToDolist | MyDashboard | Actions | Contacts | Equipment | Library | Payments | Admin | Logout |

Incidents v Risk Register v Complaints v CQC Standards v

»The dark blue header bar will be customised depending upon your access
permissions and is split into 2 rows:

»Upper row - System Wide sub-modules, My Dashboard, Actions & Contacts.
»lower row - CORE Modules to manage your Incidents, Risks & Complaints

To Do List — You will land on this when you first log in to Datix

- To Do List - All
1 record found, Displaying 1-1.

Due today

»The To-Do List details all records requiring action. The To-Do list can be
filtered using the tabs in the left hand menu.

»The alarm clock symbol flags records that are overdue &
» Alternatively, click on the relevant module name e.g. Incidents for all records
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Floating Toolbar

The floating toolbar is a navigation shortcut tool and is always located at the
bottom left hand side of a Datix record.

E] Menu - lists all Sections in the left hand Panel.

B| Save - updates the record and saves your progress.

@ Cancel - closes and logs you out of the record
Next - moves to next record in the list.

[ﬂ] Last - moves to last record in the list.

V1 Sept 2020
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Incident Module

0 Incidents

Options Statuses

&) Add a new incident B New Incidents, awaiting review
ks My reports

¥ Being reviewed
|4 Design a report

L New search W Approved - Still Open

|| Saved queries B Approved - Closed
Show staff responsibilities

B Rejected
& Help

» The Incident Module is split into 2 main sections:

5 records

3 records

1 records

3 records

0 records

PrimaryCare:2

5 Overdue
3 Overdue

1 Overdue

» Options — This section will allow you to add new incidents, search for
records, select saved queries, design and run reports. (see Reports

Training)

» Statuses — This section will allow you to see the current management
stage of incidents for you to access, review, update and close records.

V1 Sept 2020
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Approval Status & Timescales
I - (Open within 2 Working Days)

All New Incidents reported. Access permissions are based on Role Profiles.

Being Reviewed - (2/3 Working Days)

All incidents currently under review by DIF2 Managers.

Approved - Still Open - (Regular Weekly Review until closure)

All Approved Open Incidents requiring action.

Level 2&3 Incidents remain here for quality review and closure by HoS
Level 1 Incidents can be closed directly by DIF2 Managers.

_ - All Approved and Closed Incidents, with

investigations & actions completed and documents & evidence attached.
Closed records can be accessed at any time.

Rejected Incidents - All rejected Incidents. These records will be regularly
audited by Head of Service and Governance & Quality Assurance Team.
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Incident Level Management

Level 1 Incidents:

»To be reviewed, managed, approved and closed by DIF2 Managers.

Level 2&3 Incidents:

»To be reviewed, managed and approved by DIF2 Managers, but quality checked
& closed by Senior Manager e.g. Head of Service or Deputy Director.

Level 2&3 Incidents requiring amendments:

»Incidents requiring amendments to remain in “Approved — Still Open” with
email notification sent to the DIF2 Manager for any amendments by Head of
Service or Deputy Director.
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New Incidents awaiting Review

Incidents with status: New Incidents, awaiting review
5 records found. Displaying 1-5.

+ Add a2 new incident Query: | Choose Y Save the current search as a query.
+ Copy
@ My reports
# Design a report Fai ‘
ailure o
A New search £ 4418 19/06/2020 Corporate S:é’%:::ée Patient z!e:‘rcalem device/equipment This is a TEST for DIF 1 and DIF2 Form design wmz TR
Saved quenes e e (Not user erfror)
2 Shy aff ity
Show stalf responsibiitis 4419 30/06/2020 Corporate Governance Staft Accident Bumn or scald This is a TEST Incident 2 Ms Sheila
? Help and Qualty Dineley
Integrated Contact with Ms Sheila
Batch Delete ) s420 30/06/2020 lérat,reem Out of Hours Patient  Accident electricity THis is a TEST Dineley
Batch Update G "
" overmnance Injured by an Level2  Ms Sheila
£ 421 30/06/2020 Corporate and Quality Staff Accident animal This is a TEST (Ambet) Dineiey
Integrated Primary A
4426 240772020 Urgent Care Patient Abuse and Discriminatory Test incident to test email notifications cM
Care Streaming Ham

Save the current search as a query.

> Alist of records will be displayed dependant upon your access levels.

» Records can be “Sorted” by clicking on the dark blue heading. E.g. sort by
Incident Level or Category.

» © This symbol indicates that the record is overdue

» To open an incident click anywhere on the Text
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Quality Check Incident Report
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® 00T Marage V) Dreley, Me Sheda « Govermance Marager =

The Incident form is split into 2 parts:
» The left hand panel contains additional sections for review.
» On the right is the DIF1 Incident Report of the Incident record.

DIF1 Incident Report

» ID field refers to the number automatically given to the record.

» The Name field can be used to label the record: Category & Service

» Opened date indicates the date the Incident was opened by DIF2

» Submitted time indicates the time the Incident submitted on the DIF1 form.
» DIF2 manager assigned to manage the incident.

V1 Sept 2020
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Contacts Section

People affected or Involved (Contacts Section):

» The Contact Section MUST be reviewed and approved first to avoid mandatory
fields on the incident form displaying.

People affected
Please ensure all contacts are ap| oved.Remember'ﬂueyouneedtodo whereas "Green has been seen”.
‘ CxckMEREtoopenmeCom proval Guidance.

Patient/stalf number | Injury (Primary) Body part (Primary) Treatment receiv.

. Person
Patient 123456 Bruise Cheek (Right) First Ald Injured/Affacted

Create a new Person Affected link

All other people involved
Moval status orenamcs urmame n:: ‘t“"”’ Job T# masl ‘(m act role
Heaith, Safety &
. Employee/Member Person
Sheila Dineley of Staff Governance sheila dineley@pc24 nhs.uk 112 Responsibie
Manager
Employee/Member Consultancy
- Debs Smith of Staff Support debssmith27 @gmail.com 1081 Reporter

Create a new Other Contact link

»Ensure all contacts are approved:
»Names in "blue you need to do" whereas "_
»Open Contact Approval guidance for 3 step process.

> Ensure all relevant contacts involved with the incident have been added to the

record, i.e. Person affected by the incident, person responsible for causing the
incident, any witnesses or Responders

»Only approved Contacts are linked to a persons main Datix contact record
» Contacts can be unlinked by DIF2 Maragers if wrong Contact has been added.
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L Incident Details

This section describes the Category and incident Description details:

Incident details

Incident date (ddMm/yyyy) [30/0672020 G
Time (hhmem) 12.:00
Incident affecting Patient

The primary person affected mme incident.
If no person was affected by incdent,
‘Incident affecting the Organisation’ should
be selected.

Category Accident
Sub category Contact with electricity
Description This is where the DIF1 Reporter would have described a factual account
of the incident including where it happened and who was involved.
BRIEF INCIDENT SUMMARY ¥ the incident including where i pened involved
WHAT was the incident?
use not nions The DIF1 Reporter would refer to the person affected by their role and
ONLY facts not 1 f hi ff d hei 1
WHERE ddu‘e"n’d"m happen? initials eg GP 33 or Receptionist DS. They would also describe any
ws’e'om‘:‘?:ls"‘::dwse only in line with data injuries sustained and anyone else that witnessed or was responsible for
confidentiality causing the incident or accident.
i
Immediate action taken THis is where theiorxglﬁiv!;porrrter would indicate what immediate action was
Immediate action taken at the time of the taken following the incident or accident It would include if they
Incident, contacted emergency services eg Ambulance or police or if they contacted
safeguarding for advice.
L4

» Check the Incident date compared to the Reported date.
» s the Primary person affected correct, if not select the correct one.
» Has the reporter selected the correct Category and Subcategory if not amend.

» Ensure the Description is factual. Remove any names and replace with persons
role and initials in line with data confidentiality.

NB: Any amendments to records have a full audit trail.

V1 Sept 2020
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Incident Location
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This section describes where the incident happened and which Service is
responsible for managing the incident:

Where Incident Happened

The Exact location and Site where the Incdent happened, the area will automatically populate.
Exact Location Car park v

Sites Wavertree HQ -

Area Liverpool v
Which service area does this incident to?

The Service/Team responsible for managing this Ind the SDU will automatically populate.
Service / Team Out of Hours »
Service Delivery Unit (SDU) Integrated Urgent Care -

Savel Cancell

»Check the exact location details are correct
»>|s the correct Site selected, if not amend.
» Has the correct Service/Team been selected to manage the incident

NB: Any amendments to records have a full audit trail.

V1 Sept 2020
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Category Specific Sections

» Additional Sections may have been completed depending upon the category
or type of incident reported.

» Check the details and complete any MANDATORY DIF2 Fields required.
Some examples of common Category Specific Sections are:

Information Governance & Safeguarding Sections

» This section opens when B ——
Information Governance

# Type of mada?

o Typs of premizes?

category is selected —
»Safeguarding opens for _
all Patient affected o e =
& Tiper of Sfequarding
incidents PP ep——

¥ i doreal T i e ermg il

L Gty HHT Al ST Lald
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DIF2 Management Section

1. DIF1 Incident Report

2. DIF2 Management Section
2. DIF2 Management Section
- Degree of Harm & Incident Level
3. Rapid Review Investigation Please REVIEW to ensure the physical harm and Incident Level are correctly recorded and AMEND if required.
Emadl Communicabon Degree of Harm Severe (Permanent or long term harm caused) ~
Documents Please ensure the actual physical harm
Ak caused by the In(ldent is correct and re-
hone grade if required

Progress notes
Linked records Incident Level — »
Notifications Click HERE for Incident Level guidance V1
Quahity review section Sept 2020

Print

% Level amendment required? Yes -

Show DIF1 snapshot DIF2 Manager to REVIEW in line with

Show DIF1 values Incident Level guidance.

Audit trail

+ Add a new incident % Level direction? Level increased -

+ Copy * Rationale for level amendment The Incident level has been increased from Level 2 to Level 3 due to the

+ Generate from Severe harm caused to the Patient.

B My reports

# Design a report

Q New search

Saved queries it

2 Show staff responsibilities

» Check the Degree of harm. Is it consistent with the description. Ensure any
injuries are documented for the Person affected on the DIF1 Incident Report.

> Check the Incident Level is correct — Refer to the Incident Level Guidance

pC

»If the incident Level is amended, give a rationale and feedback to the Reporter.
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Incident Level:

»The incident level is used to grade the incident and determine the type of

PrimaryCare:24

Incident Level Guidance

©

investigation required by the DIF2 Manager. A link to the guidance is available
on the DIF2 Form.

»Ensure you review the Incident Level Guidance to confirm it has been correctly

graded. This will determine the type of investigation and timescales.

Incident Level Guidance: Version 2 July 2020

LEVEL 2
MODERATE
(Moderate harm/ Near miss)
Initial review completed within 3 working days.

Managed within the service. Remedial actions RR to be
taken. Escalation of any residual risks/gaps SIEIS reportable and involves a clinical member of staff, this

leted within 3 working days. If the incident is

ABUSE & HARM

ACCIDENT

identified within 3 g days. May requi ision must be ratified by the Medical Director. Potential
use of some of the tools within the RCA q to plete full RCA tigation as advised by
framework.

outcome of RR.

Incident causing moderate harm to Staff,
Patient or Visitor, this includes Physical,
Emotional or Neglect abuse and may require
police assistance, medical treatment and / or
Safeguarding Referral.

Accident with moderate harm requiring
medical attention (over and above local first
T
Work related accident resulting in any Staff
absence from work (for less than 7 days)

V1 Sept 2020
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DIF2 & Section
Pleasem ma select the required investigation based on the Incident level.
Type of Investigation Locally Managed (LM) -
Locally Managed Description Describe éhe actior: tarken locally to manage this infil‘!entl inclu&ing any
Please describe action taken to manage this escalation for external reporting to Safeguarding, CQC, HSE, ICO etc.
Incident locally.
L4

Smith, Debs - Consultancy Suppor =

22/09/2020 |

Yes

DIF2 Approver
DIF2 Approval Date

Incident ready for closure?
Select "Yes" once:

1.DIF1 Report quality checked.

2.DIF2 Management Section done.
3.Relevant documents attached.
4.Completed Investigation (if required),
5.Completed all actions.

6.Emailed HoS for L283 Closure Review

Select what type of Investigation is required:

PrimaryCare:2

pC

»Managed Locally - Level 1 or 2 incidents dealt with locally by the DIF2 Manager

» Cluster Themed Investigation (CTI) - to review emerging trends of level 1 or 2

category specific incidents with high volume in more detail.

» Rapid Review (RR) Investigation is required for all Level 3 incidents and
requires updating in the Investigation section in the left hand panel.
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Rapid Review Investigation

»The Rapid Review Investigation MUST be completed for all Level 3 Incidents.

» |t may also be used for some Level 2 Incidents which require a further in-depth
review recommenced by Q&G or HoS

» Cluster Themed Investigation (CTl) may also be commissioned where a pattern
of low level similar category incidents has occurred.

3.Mummwn
The purpose of a Rapid is to carry out preliminary enquiries. It is a review of the drcumstances and events leading up to the incident with the aim of Mhmed.m
it happened and identifying where lessons can be learned in order to prevent similar type Incidents occurring in the . It is not to apportion blame on any individual in 5

It is important that you start by establishing a timeline and gathering supporting statements or documents to inform your investigation. Your recommendations should be outlined and
mmagedmthinmey:mon plabxs section for monitoring andgdm. i i

Additonal Investigators
Additional i gators can be d by
selecting their name and double dicking to
give them access to the incident, automatic
emails will be sent to notify them.

McLoughlin, Chloe - Quality Governance Officer E1

Date of strategy meeting [ﬁ/?ﬂ/ZOZO E
Date Rapid Review due 01/07/2020 E
Date Rapid Review started 29/06/2020 |

Incident summary This section is used to provide an incident summary of the incident

This should be a concise summary of the requiring investigation.
Iincident requiring investigation,

L4

»The Investigation section is self explanatory and based on Root Cause analysis
methodology.

»Once finalised Investigation Summary or Full Reports can be generated using
Investigation Templates (see Documents Section)
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Rapid Review Investigation (Cont.)

Duty of Candour assessment Yes -
MMM of Candour assessment has been completed
'“7- DIF2 Managemant Sechon

Background and context |sackground and context
Mah’d of relabionship with PC24, Provide & brief summary and type of relationship with PC24, Patient
“m(‘w)“hw usual presentation (if applicable) and the Circusstances leading wp to
leading up to and including the and including the incident,
L
Documentation review |8ackgroune and comtext
Soecfy notes or systerns Provide a brief summary and type of relationship with PC24, Patient
m%m.‘.&wm usual presentation (if applicable) and the Circumstances leading up to
the incident. and including the incident.
L'
Care delivery problems Care delivery probless
wmmwumwm Review the care delivery provided and whether any concerns igentifiasd
\'d
Servica debvery problems Care delivery probless
Review the Service delivery provided and whether any concerns Review the care delivery provided and whether amy concerns identified
denthed
\ g
Human factors Human factors
Review the w‘m“wum Review the people involved during the incident and whether any comcerns
mlm = 4 identified
Ld
Ralavart tranng Relevant training ;
what was in this up to date and was What training was in place, was this up to date and was any additional
mwm - - training needs identified?
&
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Rapid Review Investigation (Cont.)

Good Practice [dentfied
mﬂ-?\b“‘mwm&“hﬂ

Investgation Findings

processes, human error etc,

your recommendations. There are

§:¥2:-'$:.'-"ﬁq g~

Z

Date Rapd Review completed
Rapid Revew completad by
Ratonale f overdue

Good Practice ldentified

Use this section to share any good practice ideatified by staff sanaging
the incident

Investigation Findings

Please list your main findings - Care delivery problems identified =g
deviation from Policy 8§ Procedures, wesknesses in local systems &
processes, human error etc.

The recosmendations were good we had 2 as follows:-

1. Need to test all the system
2. Need to do training across the organisation

There have been a number of lessons learned from this investigation that
will support future changes required,

[oan772020 | =]
Dinsley, Ms Shaila - Health, Safety & Governanca Manager ~

1 was late getting the investigation and waz on annual leave etc.

V1 Sept 2020
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Rapid Review Investigation (Cont.)

» A Specialist Lead will be assigned to the Investigation to provide advice and
support and will provide comments and sign off before Operational Sign off by
Head of Service or Corporate Manager.

x‘ smtﬂ‘.m completed prior to Operational sign off, and should include any additional instructions for the Investigators.

Soecaist Lead Area Governance and Quality -
Specaint Leac Comments Carcl had & quick lock at made comments om the investigation

L
Soecat Leac mign off by Carcl Rogers .
Soecaist Lead sign off date [0307/2020 |
mmmzmwwmdummuwunw-mmb.mu
Operational Comments The Operationsl review was completed by Stacey for testing

L4
Mead of Service / Corporste sign off by [Stacey snecs |
raad of Service / Corporate sign off date [oan772020 |2

Save| Cance
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Step 4 - Additional Functions

On the left hand panel you will also see other functions available

}rndﬂﬂ|unHuHu|nhnh
UaCuments

Actions

l'h‘njrﬁ'ﬂ notes

Linked records

Print

Use to send emails within the Datix record for a full audit trail
Attach Documents and generate investigation reports

Create action plans and monitor progress

Add updates or further information that comes to light

Link relevant records e.g. Incident and subsequent complaint

Individual records can be printed if required.
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How to upload documents

> Documents can be attached to the Incident record.

»Select the type of document e.% Accident forms, add a brief description
0

and browse to the electronic folder where you have saved the document
to upload.

(D ey Foewpusiers]

¥ EE TN el WD D ST T T
riiay

i i vl § e iy

Flsiah i e il il SRRy aoife O déslueeiely) el i T Foident
vy CRomi s wvmeral)

& Lk .

R

Clicking Browse will open your network drive for you to find the
relevant document.
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aUX How to generate Templates

Select the Documents and Templates tab in the left hand panel and in the Template field, select the

template required from the drop down menu.

Templates
Choose a documant template : - Select the template
[ Merge in MS Wora | _ Own GP Safeguarding referral notification letter I TR RATTARSITS

Raped Raview Full Investigabion Report
Rapd Review Summary Tampiate

“Merge in MS word”.

[ Document added.
Documents
Created Type Description
22082020 Form Rapd Review Ful invesagation Report (mergec on 22002020)

An auto-generated investigation report will appear in the Documents section.

You will have the option to open or save the document and amend as required.

If you update the investigation section a new report can be generated
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How to Create an Action

Select the Actions tab in the left hand panel and Click ‘Create a new action’
to upload any required actions identified.

Actions

No actions Ensure that your status is

Create anew action accurate at all times.
Q Savel Cancell

A Action Form (PC24)
PLEASE USE THIS FORM TO RECORD ALL ACTIONS REQUIRED AND UPDATE ON A REGULAR BASIS.
Cick HERE 1o view Quidance on how 1o manage actons

The Action lead can add

Action Details

- — progress notes in the
Qs | Modde specific action section
# Design 3 tepart Type .
Shmama ey nuckt once your action has
? M = Committes/Steenng Group

Sarice Dabvery Ui (SOU) ————— been created.

Assigred by (From) Environment related

Title / Recommandation Evidence Review :]

Unksd record ID Send emad

- : Equpment related
Zh‘mmm'ﬁmlm.mmxm. Lrvesbgabon
* Speciic Action Tolorhane -l

L

Select the Type of action, add the Specific Action description and
choose a person to be responsible (Action Lead). Add timescales into the
Action timescales section
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How to send an Email

Select the Email Communication tab in the left hand panel

Email Communication
Recignents

Contacts linked to this record
kmmmnmzw.mwmnmm

Staff linked to the record can be found here

=
Other Datix Users -
All Other Datix ysers with Logins are shown here and can be
enmailed from the record

Select "datic helpdesk” if you have a query.

All other staff can be searched for here

Additional [
You can emall staff who do not have 3
mbymmwuw recpients can
be separ; by a

NE Please REMOVE the link to Datix from the body of the message
as external recpients will nct have access

Message
Subject ID;‘@O feedDATK MRFEIZE . - J
Body of message This is » feedback message from Debs Seith. Incident fors reference is
D-INCA169,
The feadback is: This is an example of an email that can Bp sent fre
withia the Incident record] : Insert the contents of your
Plesse goto N o\ email here.
nttps web . datix. thirdparty.nhs uk/PrimaryCareld/tes dex.php?
action=incidentSrecordid=4416 to view the incident
attach saved first wathn -
=R -
Any documents saved can be
' attached here.
[Sena message |

Click Send Message to send

your email.
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Content of emails

* To ensure Primary Care 24 comply with Confidentiality and GDPR
guidelines, it is important to note that no personally identifiable or
sensitive information can be shared via email, unless this is done via
a secure connection such as between two nhs.net email accounts.

* Whilst the information is secure on Datix, this security cannot be
guaranteed across emails, which can be intercepted. It is best
practice to share anonymised information where possible and refrain
from including identifiable information in any communications.
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How to Link Records

»Records from any of the CORE Datix Modules can be linked together
»Incidents relating to the same Person can be Linked
»Incidents relating to a similar cluster e.g. Missed Dose Medication

»Incidents can be linked to a subsequent Complaint or risk

@ Adding link to complaint with ID 35

+ Add a new complaint Link Details
B My reports % Module Incidents -
# Design a report
% Mew search 4 Module Link ID 15560
[ saved queries .
2 Help Link notes Incident linked to complaint record 35|
a\l;

Cancel

Select the Relevant Module e.g. Incidents
Enter the Datix ID for the incident here, add a link note

then SAVE the record.
The 2 records will now be linked and can be accessed via
the linked records tab
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Additional Support & Guidance

If you require any further assistance
please contact
Datix Helpdesk datix@pc24.nhs.uk via email
or call 0151 2542553
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