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How to... input your care home detalls

After you have registered yourself on the Capacity Tracker and have been approved as a user fully
inputting your Care Home details is simple and as a one off exercise should take no more than 10—
15 minutes. Once completed, updating your latest vacancies thereafter takes no more than 30
seconds.

Step 1: Select the link https://carehomes.necsu.nhs.uk and log on to the Capacity Tracker
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Step 2: From the Dashboard screen, select the My Care Homes Icon:
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Step 3: From the Manage your Care Homes screen you will see your Care Home name(s) listed.
There are 6 sections that need to be checked and updated with your Care Home information.

e Care Home Edit

e Services Offered

o Bed Costs

e Total Capacity

e Spare Capacity

e Contracts
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Please note that all 6 sections need to be fully completed to ensure that your care home appears
on find capacity lists.

] Care Homes Manage your care homes

Parent Organisation All organisations w
NHS Region All regions hd
Ownership Type All Ownership Types hd

& Reset filters

=+ Add Care Home

Show 10 % | entres Search: | cranberry
Care Home Care Quality Services Eed Costs Total Capacity Spare Capacity Contracts
Cranberry Care Home {0X3 2RX)Edit Care Quality Semnvices offered Bed costs  Total capacity  Spare capacity Confracts

Step 4: Care Home Edit: There are a number of sections that will be pre-populated with
information. This information will be shown in grey and any incorrect information overtyped.

o Address details: Please check this information is correct for your care home and amend if
necessary.

Edit Provider Cranberry Care Home (Cranberry Care Senvices) # Edit organisation (Cranberry Care Senvices)

Provider Details | Care quality | Edit services | Edit costs | Edit total capacity | Edit spare capacity | Edit contracts

Mame Cranberry Care Home

Short Name Cranberry Care Home

A shortened name for use where screen space is restricted
Address line 1 138-140
Address line 2 Oxford Street
Address line 3 Fitzrovia
Address line 4
Address line § Oncford

Postcode OX3 2RX

¢ Classification and Funding: Please check the grey font pre-populated information in this
section is correct. In the unlikely event that information is incorrect please contact the I.T.
helpdesk on 0300 555 0340 for assistance.
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Clansification and Funding
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o Care Type: These are shaded green and defaulted to offering both Residential and
Nursing Care. Should you only offer one of these care types simply click on the care
type not offered and it should then turn grey to indicate that service is not offered by
your Care Home.

o Funding sources accepted: These are shaded green and defaulted to offering
CCG, Local Authority and Private funding sources. Should you not accept all of
these funding sources, click on the ones(s) not accepted and they will turn grey to
indicate this is not accepted by your Care Home.

e Misc Details:
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o CQC Report URL: This will be automatically imported and updated on a monthly
basis. There is no need to take any action here.

o Report URL: If your Care Home has its own website then you are able to populate
this section with the URL.

o Accepts out of hour’s admissions: If you're Care Home offers the facility to accept
admissions out of hours then click on this box and ensure it is ticked.

o Active: The default position for your Care Home is Active which means that your
Care Home will be listed should you declare vacancies. However, if there is a time
when you are not accepting admissions (Outbreak of D&V etc.) you can click on this
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box to de-activate your Care Home for the period concerned. To reactivate your
Care Home simply click on the box and a tick will be re-inserted.

o Send automated capacity reminder emails: This is a mandatory field and should
not be deselected

e Care Home Managers Details: The Care Home Managers details will be displayed when
searches for Care Home Vacancies are made.

Mtanager Datalls

This imformatian will be dlspiayed when your homeprovider 3ppears In seanch resuls

Manager name Hermas Conrad
Managar phora 020 2020 2020

Wanagar amall iR NN BTy e, DO

Please ensure that all 3 fields are populated with the correct information
o Manager name
o Manager phone
o Manager email

Replace any incorrect information.
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e Users with access: This provides you with governance information by listing all those
users with access to your care homes information on the Capacity Tracker. Should this be
incorrect please contact the Helpdesk on 0300 555 0340
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e Save Details: at the bottom of each screen you will be asked to select the green tab Save
Details to ensure your entries are saved. When selected your information will be updated
and a message Care Home updated at the top of the screen displayed.
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Otz F5H0E0S Added By. $fuart Flanagan Fa=:i W Celete
Current bulding waork restricts access . Pleass acoess wia the side anfrance

Agitional top up fees may apply
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How to... Input your Care Home details after initial registration V3 October 2018



ﬁ_’fT Capacity Tracker

e Built in partnership with NHS England, local authonties and care home providers
e Note Log: Should Care homes wish to write any additional notes relating to not taking
admissions/ ability of bed type vacancies to be flexed , top up fees etc. they can do this by
selecting the blue tab in the note log below

Then input into the following pop note log box

£ & nobe Tor thile Care Home

o E=m
Then to save select the green add note tab

Step 5: Edit Services: From this screen you are able to enter the following for your care home:
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o Services: From the list of Services displayed, click on the Services your Care Home offers,
when clicked on the service will turn green and a tick automatically populates the box.
Simply click again to deselect. Green indicates your Care Home offers the Service, White
indicates it does not.

o Bed Types: From the list of Bed Types displayed, click on the Bed Types your Care Home
offers as with Services as when clicked on they will turn green and a tick automatically
populates the box. Green indicates your Care Home offers the Service, White indicates it
does not.

o Languages: On the Capacity Tracker you have the facility to record if your Care Home has
a member of staff who can speak another language. Simply type in the language name box,
the language a member of your staff can speak and press enter.
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Languages

English =

Add Mew Languags
Langusgs Kams
pollsh

This will then be displayed under the English line. To cancel simply click on the x to the
right of the language and this will be removed.

o Once all the Services, Bed Types and Languages have been entered select the green box
Save Services. A message at the top of the screen will then be displayed updated
services.

Step 6: Edit Costs: From this screen the bed types that you selected on the previous screen are
displayed and you are required to input an indicative cost against each of them.

o Trge .
B ar

e @
Dementia Mursing | £ | 76
Damenila Rasidantial | £ | 686
General Mursing | £ | 636
General Rasidantlsl | £ | BE6

Once all costs are input against each of the bed types, select the green save these costs.
A message at the top of the screen will then be displayed updated services.

Step 7: Edit Total Capacity: Within this screen you should enter the total capacity that your care
home is registered for with CQC. (please note: If you exceed this number then you will be
prompted with the following message to check again and revise your numbers)

Confimm Capacity

Our records show Tnal this cane hame has 3 bagde ragistared with the OQC, bul
you've enterad a hotal of 60 ks Wils comect?

F es, e capachy b comect | | N, goubie check capact |

Against each of the bed types then you should list the total number that you have

within your care home. Please note if beds can flex across bed types then you can divide
the total number across the bed types listed and place a note stating this in the notes log in
previous Section 4.
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Capecity
Damentia Mursing 1
Damenila Rasidantis 1

Geaneral Mursing 1

Genaral Residaniis 1

Total Emiersd Capaoity

CGC 3imied Bed Capaotly 50

=

Once your figures are input you select the green Save.
A message at the top of the screen will then be displayed updated capacities.

Step 8: Edit Spare Capacity: Within this screen you should enter your current spare vacancy
capacity against the bed types listed on screen and your overall declared maximum capacity.

Dementa Mursing 1] 1 ot
Dementla Rasidentlal o 1 ot
Ganeral Mursing 1 T toia
General Residantis 0 T toia
Totsl Avallable Enade
LactUpdeisd 25 0ct 2045 11200 by eluart Nanagani @nhe.net
=D

Once your figures are input you select the green Save.
A message at the top of the screen will then be displayed updated spare capacities.

Please note that if you have bed types that can flex you can record this information in the notes
log outlined in Step 4. In addition, you can split these flexed bed numbers across the bed types
to ensure that your current vacancies are captured in any searches

Step 9: Contract information: With this last step in the registration process care homes have the
ability to record which organisations they have valid contracts with. This can aid faster
movement for cross border movement.

Recording these contracts is straightforward, simply click on the CCG(s) or Local Authority(s)
that your care home has a contract with from the lists displayed on screen. They will turn green
once selected. Green means that you have a contract with those organisations and white
means that you do not. Once completed select the green Save.

A message at the top of the screen will then be displayed updated contracts.
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Pliazsa salact the onganisations wiih which you have 3 valid comact.

Local suthoritias

Horth Eask

Darlington Borough Councl
Durham County Councl

Gateshaad Matropolizn Borough Councl
Harbapool Borough Councl

Mideiasbrugh Borough Councl

Morih Tynasie Metropoiian Borough Councl

Calderdale Meropoiian Sorough Counc
City af ¥ork Councl

Doncagter Metropoiltan Borouh Coundl
Ea3st Riding of Yorkshire Councl
KIngstan-upan-Hull Chy Councl

Karideas Councll

Should you experience any issues registering your information, please contact the Helpdesk on

0300 555 0340,

CCGa

‘forkehine & Humber

NHS Aredale, Wharksdale And Craven COG
NHS Bamsley CCG

NHE Bagsataw COG

WHS Bradford City COG

NHS Bradiord Districs CCG

NHE Caltarale CCG

NHS Doncaster COG

NHS East Riding Of Yorkshire COG
NHE Grestar Hudoersteid COG

WHS Hamiskeion, Fichmondshire And Whithy COG
NHS Hammogale And Fural Disinot CO5
NHE Hull COG

KHS Leeds OO

KHS Norih st Lincoinshire CCG
NHE North Kiridess COG

KHS Norih Lincoinshire GO

NHS Rofharam CoG

NHE Soaromugh And Ryedals COG
KHS Shefeld OCG

KHS Valz Of York OO

KHE WWakaflald COG

Crarfh Fant
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Wt Midlande

NHE Elmmingham and Soihul 0O
MHS Bimmingham Croesclly COG

MHE Covantry And Rugky OO

MHE Dudlsy COG

MHS Harefordehire COG

MHE Raddiich And Eromegrave COG

MHE Sancwell And VWEEt Einmingham CCE
MHS Soiihull CCE

MHE SoUth INSPMIKERIN: CO3
HES South VWDrCastershine CCG

MHE Walsall CCE
MHE Warwickshinz MNorth CCG

MHE Wiolvarhampton CO5
M VT2 Forest 006

Lancashirs

MHE Elackbum Vith Darwen COG
MHS Biackpodl CoE

H Chariey And South Fibbl: COG
MHE Ezet Lancashire COG

MHS Fylde & Ve CC5

MHE Gregler Precton COG




