[image: Macintosh HD:Users:colinbeesting:Dropbox:Work:Work Projects:NHS Bradford:02 Branding:EPR Brand:EPR_Assets_Colin:Full EPR logo variations:Lock-up logos:EPR_NHS_logo_lockup.png]


	SOP Title
	Registering an unknown patient in the AED

	SOP Number 
	CHT_ED_05

	Version Number
	

	Effective Date
	
	Review Date
	

	Author
	Louise Croxall and Emma Burbidge

	Approved by
	Gemma Berriman, Director of Nursing for CHFT 15/02/2017

	Approval date
	

	Distribution
	

	Location
	

	
	

	Document Control

	Version
	Date
	Author
	Status
	Comments

	1.0
	15/02/2017
	Liane King
	
	Tested and approved for CHT
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	Correctly registering a patient in Millennium using the agreed guidelines
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Work Instruction – Title


	No.
	Action
	Responsibility

	1
	Log into FirstNet. Select the Patient.
	

	2
	
	 Select the ED Full Registration toolbar button.  [image: ]

	 

	 



	

	3
	The name convention for CHFT are:
Surname:  City or town (see table) and Day of the week i.e. Cardiff-Tuesday
Forename: Unknown
D.O.B: The date they book in and estimated year dependant on patient
Age: from D.O.B
Address will be either NFA or where they have been picked up or brought in from. 
MRN (hospital Number): Generated on booking in. 
	CRH
	HRI

	Inverness
	Cardiff

	Aberdeen
	Swansea

	Dundee
	Flint

	Glasgow
	Newport

	Paisley
	Rhyl

	Kirkwall
	Wrexham

	Wick
	Ruthin

	Edinburgh
	Conwy

	Sterling
	Holyhead

	Perth
	Pembroke





	

	4
	Enter patient information into left search panel, Surname, gender, date of birth and click on search when no patient is returned click on add patient.
	

	5
	The ED full patient registration conversation will load. Complete the information in the tabs: Address, patient contact details, next of kin, patient contact details, emergency contact etc as much details as possible. Remember all yellow fields are mandatory. 

	

	6
	Make a note of the MRN number

	

	7
	On completion of the registration, the document selection window will appear with the following options select to print: 
· ED front sheet
· Wristband adult
· Wristband child
The patient will appear on the firstnet tracking screen.

	

	8
	When the correct details for the patient are found…
· Make a note of the MRN for the Unknown Patient
· Edit the details of the Unknown patient record with the correct demographics (name, DOB, address, contact number, NOK)
· Search EPR to find the correct MRN for the patient
· Do not re-book in the patient on the correct MRN – the patient’s attendance must remain on the same MRN which will later get merged with the correct MRN by Data Quality. 
· Email Data Quality to inform them and ask for the two MRN numbers to be merged. 
· Data Quality email address:
THIS-QualityandStandardsCHFT@cht.nhs.uk
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