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1. purpose

The purpose of this document is to describe the Standard Operating Procedures for the [insert name of profession]-led video consultation [insert clinic name] clinic pilot.
A SOP is a set of instructions to be followed in carrying out a given operation, or in a given situation, which lend themselves to a definite or standardised procedure without loss of effectiveness. 
2. introduction
Provide a background to and outline of the existing clinic and patient pathway – condition treated, purpose, current set up/responsibilities and amend/add to the below text as fit.
Diagram 1.0: Demonstrates the current pathway for xxx 
INSERT PATHWAY DIAGRAM
xxx clinics currently allow for:

· Discussion between patient and clinician 

· Physical examination

· Information gathering

· Sharing and discussion of diagnostic testing results

· Medical photography

· Exercises or Diagnostics
· Determining if referral to another service/profession is required

· Treatment plan development for implementation at home

New patients are seen xxx weeks following first appointment to monitor progress and where necessary adjust patient treatment programmes. Ongoing follow-up frequency is determined by individual patient needs and progress.  

Recent developments in technology allow for follow-up to be undertaken (where clinically appropriate) by a secure video consultation. The Trust has recently procured a web-based secure video-consultation platform that has possibilities of:
· Reducing the need for patients to travel to hospital and associated costs the patient incurs as a result
· Freeing up vital clinic room space for face to face clinic appointments
· Reducing waiting times

· Increasing productivity
· Reducing staff travel to peripheral locations
Clinically suitable patients could be offered a video-consultation follow-up for their xxx week follow-up, and subsequent follow-up appointments. 

Diagram 1.1: Demonstrates the proposed xxx clinic pathway
INSERT PATHWAY DIAGRAM
3. Scope
This SOP applies to all clinics involved in the trial of video consultations; it does NOT apply to any areas that have not had their involvement agreed, by the Project Manager and wider project team. 

This SOP applies to the trial period only and a new SOP should be reviewed following the trial period, to include the arrangements and processes agreed for the ongoing provision of video clinics.

This SOP applies to:

· All [insert profession/s] undertaking [insert clinic name] clinic at Salisbury District Hospital (Salisbury NHS Foundation Trust)
· Booking/Administrations teams:


· [insert team name] reception/administration team

· [Central Booking and/or Specialty Name] Booking Teams 
· Central Booking Admin Team
4. Definitions

Video Consultation
A ‘Video Consultation’ is a form of communication contact method using a video camera/webcam, linked to a mobile phone, computer/laptop or tablet, to access video call services.

It is a sub-type of ‘telemedicine’ or ‘virtual consultation’, which is defined as “the use of telecommunication and information technology for the purpose of providing remote health assessments and therapeutic interventions… including video or voice messaging services on mobile phones, computers and tablets.” [1]
Attend Anywhere

Attend Anywhere is the online platform for conducting video consultation, that the Trust has been deployed via a sub-licensee agreement with NHSE/I.
5. responsibilities

	KEY STAFF
	DUTIES / RESPONSIBILITIES

	Clinical Staff (Doctors, Nurses, AHP)
	See diagram 6.0 / 6.1
Identification of clinically suitable  pathways & patients


	Booking Staff
	See diagram 6.0 / 6.1
Schedule video consultations through the approved processes

First line patient contact for video consultation appointment advice

	Reception Staff


	See diagram 6.0 / 6.1
First line patient contact for video consultation appointment advice

*Note: In some areas the reception staff will also have the responsibilities listed for booking staff, where they are already responsible for booking the relevant clinic

	IM&T
	Education and training of staff (IT Training Team) 

Provide technical support to staff (IT Helpdesk/Technical Team)

Resolve connectivity issues locally or escalate to NHS National VC Service (IT Technical Team)


6. SPECIFIC PROCEDURE

This section is the main text of the SOP. It details the procedure for the task to be performed.

There should be sufficient detail, clearly expressed, to enable a trained person to perform the procedure without supervision.

There should also be sufficient detail to enable a trained person to use the document to train others to perform the task.

The following staff groups will require training on this SOP:

· All doctors and nurses currently undertaking xxx outpatient video consultations

· All new clinical staff undertaking xxx outpatient video consultations
· All booking teams supporting the xxx outpatient clinic, including the Central Booking Admin Team
· All administration staff supporting the xxx outpatient clinic

· IM&T staff supporting the video-consultation service

7. forms/Templates to be used

Where Forms/Templates are referenced in the text, the numbers and titles are listed under this section.  

Appendix 1: Roles & Responsibilities Diagrams 6.0 & 6.1
Appendix 2: Video Consultation Patient Suitability Criteria
Appendix 3: Attend Anywhere Patient Information Leaflet (example)

Appendix 4: Patient Information Letter
Appendix 5: Attend Anywhere Patient Troubleshooting Leaflet
Appendix 6: Video Call Appointment Letter
8. internal and external references

This section is used to list all controlled internal references (e.g. SOPs) and external references referred to within the text of the SOP only. 

8.1 Internal References

In addition to the below, insert any other relevant references as required, sufficient for the user to find the source document. 

Information Governance Policy & Strategic Management Framework V1.1. March 2019. http://ig/FlippingBooks/IG_Policy_and_Strategic_Management_Framework/6/index.html
8.2 External References

In addition to the below, insert any other relevant references as required, sufficient for the user to find the source document. Web references should be included were possible.

[1]https://www.datadictionary.nhs.uk/data_dictionary/nhs_business_definitions/t/telemedicine_de.asp?shownav=1
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