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National Head and Neck Cancer Audit


Data User Certificate

To register for the National Head and Neck Cancer Audit, you will need to complete this Data User Certificate. 

One form is required for each TRUST / HOSPITAL.  The National Head and Neck Cancer Audit database will contain confidential patient data and people who are granted access to it will be covered by the Data protection Act and have a duty of confidentiality.  Your local Caldicott Guardian has overall responsibility for this data and you will be required to comply with all of the conditions that apply locally to the handling of patient data.

In Section A, please enter a clinical contact and a primary contact for your TRUST / HOSPITAL. The clinical contact will be main contact for updates and important clinical information on the Audit.  The primary contact will be the main contact for Audit updates, administration and data collection.
In Section B, please enter the number of users who require access to the database.  There is no limit on the number of users. However, authorisation from a Caldicott Guardian is required.  All Caldicott Guardian signatures will be verified. 

Guidance for Caldicott Guardians on national clinical audits can be found on the Healthcare Commission website.

PLEASE COMPLETE ALL SECTIONS OF THE DATA USER CERTIFICATE  

If you have any problems completing this form, please telephone the NCASP Helpdesk on   
0845 300 6016 [Option 2]

The completed form can either be faxed to 0113 254 7299  
Or posted to: NCASP Helpdesk, 1 Trevelyan Square, Leeds, LS1 6AE
Once your Data User Certificate has been received and approved, you will receive an email from the National Clinical Audit Support Programme’s Helpdesk asking you to accept the User Conditions of Access.  You must:

1. Read the terms and conditions. 

2. Reply to the email from the helpdesk (helpdesk@ncasp.org.uk) to say that you agree to the terms and conditions.

3. Phone the helpdesk on 0845 300 6016 [Option 2]. They will provide you with the password you will need to log on to the system.

Additional Data Users can be added to this form by completing multiple copies of Part B. There is no limit to the number of data users at an organisation. However, the Caldicott Guardian must sign each Part B submitted.

If you wish to add additional users following the receipt and activation of this application, you must submit an additional Data Certificate application.  It is important that the same clinical and primary contact details are entered on Part A of any additional forms.

 

National Head and Neck Cancer Audit
Data User Certification
Please note: Incorrect completion of this form will result in a delay in the processing of your application

PART A: ORGANISATION SECTION

Please write in capitals using black/blue ink

Trust Organisation Name 
………………………………………………….
  

Submitting Hospital Name 
………………………………………………….
  

National Code
□□□□□ N.B. This must be a five digit organisation code
CLINICAL CONTACT.
Name of clinical contact
………………………………………………….

Telephone


...……………….............................................

E-mail



...……………………………………….............

PRIMARY CONTACT

Name of primary contact  ……………………………………

Address

………………………………………………….  




…………………………………………………..




…………………………………………………..




………………………………………………….

Telephone

...……………….............................................

Fax No.

...……………….............................................

E-mail


...……………………………………….............

Number of data users for which access is required ………………

Please note that if the Clinical and Primary Contact require access as well, then their details must also be entered in Section B.

National Head and Neck Cancer Audit

Data User Certification
PART B:  USER ADMINISTRATION (Access Levels – please tick as appropriate)
Please write in capitals using black/blue ink
Name 

.....…………………………………………………

Job Title
…………………………………………………….

Telephone No.
…………………………………………………….

Email Address
…………………………………………………….

Access level required: 
( Editor
 ( Author         ( Reader

   

Name 

.....…………………………………………………

Job Title
…………………………………………………….

Telephone No.
…………………………………………………….

Email Address
…………………………………………………….

Access level required: 
( Editor
 ( Author         ( Reader

   

Name 

.....…………………………………………………

Job Title
…………………………………………………….

Telephone No.
…………………………………………………….

Email Address
…………………………………………………….

Access level required: 
( Editor
 ( Author         ( Reader

   

Signature of Trusts Caldicott Guardian 

Name: …………………………………………………………………………………………………

Telephone Number: …………………………………………………………………………………

Signature: …………………………………………………………………………………………….

Date: ………………………………………………………………………………………………….

PART B: NOTES
Definition of Access Levels

EDITOR
This option allows the user to: 
(i)
create new patient demographics records
(ii)
edit existing patient demographics for their own organisation code
(iii)
create new patient sub-records and edit any existing patient sub-records, linked with patient demographic records created by their own organisation code
(iv)
create new patient sub-records and edit existing patient sub-records for patient demographics created by another organisation code(s)
(v)
export data to a csv file and upload data from a csv file

AUTHOR
This option allows the user to: 
(i)
create new patient demographics records
(ii)
edit existing patient demographics for their own organisation code

(iii)
create new patient sub-records and edit any existing patient sub-records, linked with patient demographic records created by their own organisation code

 (iii)
create new patient sub-records linked with patient demographic records created by another organisation code (but not edit existing patient sub-records, nor edit the patient demographics themselves)
(iv)
export data to a csv file and upload data from a csv file

READER
This option allows the user to:

(i)
have read-only access to patient demographics and patient sub-records for all organisation code(s) (but it does not allow them the ability to create new patient demographics and patient sub-records, or edit existing patient demographics and sub-records)
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