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Cornwall Partnership NHS Foundation Trust document reference code: To be added  by CFT’s Policy Assurance Officer.

Please ensure that the approval process is adhered to accordingly. TAPs shall not receive approval at RCHT’s Policy Ratification Group (PRG) without prior authorisation from RCHT’s supporting committee meeting. Furthermore, CFT will not grant approval without the fulfilment of endorsements from both RCHT committees.

Drafting note (deleted for your final TAP): 

Please use the quick styles when writing your TAP. Use heading 1 for main headings, heading 2 for sub-headings, heading 3 for the next heading down and so on. Use the normal style for paragraph font and list paragraph for bullets. If pasting content in, paste as text only to keep corporate style. This will help you make sure your document is accessible and create the content list (to update content list, click on top of table and click ‘update table.’ 

Please ensure that all paragraphs are numbered sequentially (e.g., 3.1).
When outlining related responsibilities, utilise a tertiary numbering format (e.g., 3.1.1).
Bullet points may continue to be used for simple lists.

Bullet points may be used to break text into short, digestible sections and help to highlight important points. Bulleted lists should be short and snappy. If possible, limit your list to no more than 6 items.​ Each item in the list should be roughly the same length. If that is not possible, please number as stated above.

Also ensure:
· Bulleting: Capitals at start of bullet lists to be consistent.
· Full stops: All sentences, bullet lists, including in tables, to have full stops at the end.
· Symbols: Change any uses of ‘&’ to show as ‘and’.
· Abbreviations for example: CFT, RCHT, CQC and IP&C are expanded on first use.

For more information, click on link for A-to-Z house styles. A to Z of house style | Cornwall NHS Intranet
Cornwall Partnership NHS Foundation Trust accessibility and branding checklist
Royal Cornwall Hospitals NHS Trust accessibility and branding checklist

















Sponsor to add title. (use keep text only function)
[bookmark: _Hlk161916068]No more than 70 characters long including spaces.
[bookmark: _Hlk193362164]
[bookmark: _Hlk194322926][bookmark: _Hlk193379686]Cornwall Partnership NHS Foundation Trust document reference code: To be added by Policy Assurance Officer.


Purpose: Detail the reason and need for the document. Use this section to provide a brief description of the document, which aids document retrieval. This will be included on Document Manager when the document is uploaded. 
No more than 160 characters long including spaces.

[bookmark: _Hlk166594348]Target audience: Sponsor to add, for example Trust staff, contractors, visitors or volunteers.

Document sponsor and role:  Name and role of author in full.
[bookmark: _Hlk209692626]Document sponsors contact details: Number in full, not extension only.

Document definition: Choose an item. 

[bookmark: _Hlk204854229][bookmark: _Hlk138082894]Freedom of information: Choose an item.

Key words: To assist search engine. All keywords must be lower case (Sponsor to add).


[bookmark: _Hlk182814722][bookmark: _Hlk193379900][bookmark: _Hlk203992874]Royal Cornwall Hospitals NHS Trust approval process	Comment by CLARK, Carrie (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): This section needs to be completed by RCHT’s Sponsor and then sent to RCHT’s PRG for approval.
[bookmark: _Hlk193367348]All the information provided below MUST to be completed by the RCHT Sponsor BEFORE presenting to RCHT policy review group (PRG). 
This line will be deleted when the document has been approved.

General manager confirming approval processes: Head of relevant division.
Governance lead confirming approval process: Name in full.

[bookmark: _Hlk139370075]Supporting committee: Sponsor to add support information.
[bookmark: _Hlk143512879]Supporting chairperson: Sponsor to add support information, include role.
Executive director responsible for the policy: Job title to be included here.

[bookmark: _Hlk193354016]Approved at: Approval route for consultation and ratification: E.g. The name(s) of committees / groups who have approved the document such as Governance Group, Practice Committee.
Date approved: Click or tap to enter date approved at the above approval route.

Executive approval:  Enter name and job title of the Executive who approved the policy. 
Date approved by: Click or tap to enter date approved by manager.




[bookmark: _Hlk205451158]To be completed by RCHT PRG BEFORE coming to CFT for approval. 	Comment by CLARK, Carrie (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): This  section needs to be completed by RCHT’s PRG after the above section has been completed.
This line will be deleted when the document has been approved.

Approved at: Royal Cornwall Hospitals NHS Trust Policy Ratification Group
Date approved: Click or tap to enter date approved at the above approval route.

Document library folder and sub-folder: Include here the folder path where the document will be uploaded as reflected on the RCHT Document Library. 


[bookmark: _Hlk213929234]Cornwall Partnership NHS Foundation Trust approval process	Comment by CLARK, Carrie (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): This section needs to be completed by CFT’s Policy Assurance Officer after the green and orange sections above have been completed.	Comment by ELLIOTT, Christine (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): Sponsor must add in details of CFT accountable exec, CFT supporting committee and the Chair
[bookmark: _Hlk193367383][bookmark: _Hlk139545711][bookmark: _Hlk125017790]Sponsor to add in Accountable exec, supporting committee and Chair. Approval details to be completed by the CFT Policy Assurance Officer. 
This line will be deleted when the document has been approved.

Accountable Executive: Choose an item.

Supporting committee: Sponsor to add support information.
Supporting chairperson: Sponsor to add support information, include role.

Approved at (if applicable): Detail where document was approved.
[bookmark: _Hlk119999077]Date: Click or tap to enter a date.

[bookmark: _Hlk205451231]Accountable Executive approved: Choose an item. 
Date: Click or tap to enter a date.

Document library section: Choose an item.


Ratification	Comment by CLARK, Carrie (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): This section will be completed by CFT’s Policy Assurance Officer after the above 3 sections have been completed. 
[bookmark: _Hlk193367395]To be completed by the CFT policy assurance officer after final CFT Exec Lead approval. 	Comment by CLARK, Carrie (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): This section will be completed by CFT’s Policy Assurance Officer after the above 3 sections have been completed.
This line will be deleted when the document has been approved.

Start date: Click or tap to enter a date.

[bookmark: _Hlk119934511]Review date: Click or tap to enter a date. (6 months prior to the expiry date).

[bookmark: _Hlk125017887]Expiry date: Click or tap to enter a date. (3 years after ratification unless there are any changes in legislation or changes in NICE guidance or national standards).

Version control summary:
The sponsor is requested to complete the table below. Please ensure that the table ONLY includes changes or revisions made since the previous version, or if this is a new TAP. All earlier versions should be included in the section designated for updates and review at the end of the template.
	Version
	Date
	Sponsor and / or reviewer
	Summary of recent updates / changes (key points). Please specify Section Numbers.

	
	MM/YYYY
	
	All updates to be listed here, or state new.	Comment by ELLIOTT, Christine (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): Sponsor please complete what changes have been made or note if this is a new document.



This document replaces: Sponsor to add information (delete if not applicable).

[bookmark: _Hlk220938869]This version supersedes any previous versions of this document.
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[bookmark: _Toc242104125]Summary

This can be a flow chart that describes the process and shows the accountable person or group at each stage. This can be paragraphs summarising the document content. All flow charts must have alt text included for accessibility. 

This is not essential and should only be included if felt beneficial to the document. 

[bookmark: _Hlk131497857]An example of a policy flow chart can be found in the Royal Cornwall Hospitals NHS Trust policy on policies.

Please delete if not applicable.

[bookmark: _Toc242104126]1.	Rationale 

This section should provide an overview of the importance and role of the subject covered by the document. If the document is created in support of a parent policy or procedure, then this should be referenced.

[bookmark: _Toc183072385][bookmark: _Toc242104127]2.	Scope

Who does this policy or procedure apply to, such as who will have to implement, or be affected by, this policy or procedure.

[bookmark: _Toc183072387][bookmark: _Toc242104128]3.	Roles and responsibilities 

This section should give a detailed overview of the strategic and operational roles responsible for the development, management and implementation of the policy or procedure. 

This section should be a quick reference point for all staff to look at and understand if they have a role to play in the implementation of this policy and what that role is. A good rule of thumb is to check that everyone you later go on to mention in this policy should be identified in this section.

[bookmark: _Hlk220938909][bookmark: _Hlk220934738][bookmark: _Toc183072399]Identify accountability of those involved in implementing this TAP.
[bookmark: _Hlk220938015]
Below are additional headings to consider. Please include as many as deemed necessary, making amendments or removals as appropriate.	Comment by CLARK, Carrie (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): You will need to add roles and include description of required responsibilities to this list as appropriate to your TAP. Continue numbering and update accordingly.

[bookmark: _Toc219381951][bookmark: _Toc242104129]3.1	Senior Clinical Staff / Clinical Ward Mangers

[bookmark: _Toc219381952][bookmark: _Toc242104130]3.2	Role of the clinician

[bookmark: _Toc219381953][bookmark: _Toc242104131]3.3	All staff

The below has been copied over from the previous version and needs to be numbered within the structure above.

[bookmark: _Toc242104132]4.	Definitions and glossary 

A list and description of the meaning of the terms used in the context of the document should be provided. There should be no acronyms in your document. 

[bookmark: _Toc242104133]5.	Standards and practice

This section may use more relevant wording and is used to provide details and information describing the practices, systems, and processes staff are expected to follow to comply with the procedural document.

For example, this section is used to provide details and information describing the practices, systems, and processes staff are expected to follow in order to comply with the procedural document.

[bookmark: _Toc183072405][bookmark: _Toc242104134]6.	The less standardised body of the policy starts here

Edit and add headings to suit the needs of the document. You should add headings or sub-headings using the styles menu and narrative as needed here.



[bookmark: _Toc172899830][bookmark: _Toc183072409][bookmark: _Toc242104135]Appendices to be added here.


[bookmark: _Toc218776061][bookmark: _Toc242104136]Governance requirements	Comment by ELLIOTT, Christine (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): The following information below is required, please complete in full - if not applicable please state ‘None’

Drafting note (deleted for your final TAP): 

The information below is required and must be provided in full; otherwise, it will be returned. If a section is not applicable, please indicate with ‘None’.

The sponsor is responsible for completing ALL sections, ensuring that TAPs, NICE guidance, and any other relevant legislation are up to date, active, and pertinent. All references, including the year, should be reviewed and updated as necessary, with the inclusion of any new references.

Please consider whether there are any implications for the forms on RiO. If necessary, please contact the RiO team for further guidance.

For transfers: Information from the previously published version has been copied across. Please verify that these details are still accurate and active.

[bookmark: _Toc218776062][bookmark: _Toc242104137]Associated Trust policies and documents	Comment by ELLIOTT, Christine (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): I have copied across polices listed in the previous version. Sponsor please check these are still correct and active and if there are others that may be relevant?
Update all references, add any new ones.

Sponsor to add details of Trust policies and documents including reference numbers and year of publication before adding the full TAP title.

Cornwall Partnership NHS Foundation Trust 

· TAP Ref / Year - Title

Royal Cornwall Hospitals NHS Trust

· Title / Year

[bookmark: _Toc218776063][bookmark: _Toc242104138][bookmark: _Hlk156828930][bookmark: _Hlk143510135][bookmark: _Hlk143514188][bookmark: _Hlk125032145]NICE guidance 

[bookmark: _Hlk127862551]Sponsor to add information on national guidance, including publication dates and reference numbers. If nonapplicable, please state none.	Comment by ELLIOTT, Christine (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): I have copied across NICE guidance from the previous version, are these still correct, active and are there any others?
Sponsor to add in any relevant NICE guidance if not enter ‘None’.
Format needs to be NICE guidance ref followed by full title eg CG155 Psychosis and schizophrenia in children and young people




· NICE Ref, Full title, publication date.

[bookmark: _Toc185849850][bookmark: _Toc218776064][bookmark: _Toc242104139]Other related legislation and guidance	Comment by ELLIOTT, Christine (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): I have copied across legislation and policies listed in the previous version and any replacements that can be identified. Sponsor please check these are still correct and if there are others?
Sponsor please check any existing policies and update the references, add any new ones.

Sponsor to add information on any other related legislation, including publication dates and reference numbers. If nonapplicable, please state none.

[bookmark: _Toc218776065][bookmark: _Toc242104140]Training requirements

Is there any specific training requirement? If yes, what are the requirements and how are they going to be implemented?

[bookmark: _Toc218776066][bookmark: _Toc242104141]Trust Approved Publication (TAP) application / implementation

As a minimum the sponsor needs to describe how the document will be applied / implemented with the production of an approved action plan if needed.	Comment by ELLIOTT, Christine (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): Please consider if there is an implication to forms on RiO. You would need to contact the RiO team if necessary.

[bookmark: _Toc218776067][bookmark: _Toc242104142][bookmark: _Hlk125037165]Monitoring arrangements

	Information category
	Detail of process and methodology for monitoring compliance

	Element to be monitored
	

	Lead
	

	Tool
	

	Frequency
	

	Reporting arrangements
	

	Acting on recommendations and lead(s)
	

	Change in practice and lessons to be shared
	



Will the monitoring arrangements result in a clinical audit: Choose an item.	Comment by ELLIOTT, Christine (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): Please select yes or no

[bookmark: _Toc218776068][bookmark: _Toc242104143]Environmental sustainability

The Trust is committed and obligated to reduce its environmental impacts. Healthier outcomes can be achieved for people, the planet, and pounds by conducting our activities in a more environmentally sustainable manner. 	Comment by ELLIOTT, Christine (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): This is a new section and is really asking you to consider environmental sustainability
 
More information and guidance is available by contacting cft.sustainability@nhs.net


[bookmark: _Toc183072406][bookmark: _Toc242104144]Updating and review

[bookmark: _Hlk138675541]This section covers information regarding the review process. All policy documents should be reviewed no less than every 3 years. Where appropriate, the sponsor may set a shorter review date.
 
Revisions can be made ahead of the review date when the procedural document requires updating. Where the revisions are significant and the overall policy is changed, the sponsor should ensure the revised document is taken through the standard consultation, approval and dissemination processes. 

Where the revisions are minor for amended job titles or changes in the organisational structure, approval can be sought from the executive director responsible for signatory approval and can be re-published accordingly without having gone through the full consultation and ratification process. 

Any revision activity is to be recorded in the version control table as part of the document control process. 

[bookmark: _Toc218776069][bookmark: _Toc242104145]Version control history:
	Version
	Date
	Sponsor and / or reviewer
	Previous updates and key changes.

	
	
	
	



[bookmark: _Hlk209691813]
[bookmark: _Toc242104146]Data Protection Act 2018 (UK General Data Protection Regulation legislation)

The Trusts have a duty under the Data Protection Act 2018 and UK General Data Protection Regulations 2016/679 to ensure that there is a valid legal basis to process personal and sensitive data. The legal basis for processing must be identified and documented before the processing begins. In many cases we may need consent; this must be explicit, informed, and documented. We cannot rely on opt out; it must be opted in.

Data Protection Act 2018 and UK General Data Protection Regulations 2016/679 is applicable to all staff; this includes those working as contractors and providers of services.

For more information about your obligations under the Data Protection Act 2018 and UK General Data Protection Regulations 2016/679, contact the Information Governance Team.

· Cornwall Partnership NHS Foundation Trust: Email cpn-tr.infogov@nhs.net 
· Royal Cornwall Hospitals NHS Trust: Email rch-tr.infogov@nhs.net 

[bookmark: _Toc183072407][bookmark: _Toc242104147]Equality and diversity

[bookmark: _Hlk138675548][bookmark: _Hlk138248087]This document complies with the Cornwall Partnership NHS Foundation Trust and Royal Cornwall Hospitals NHS Trust equality and diversity statements. The statements can be found in the Royal Cornwall Hospitals NHS Trust equality diversity and inclusion policy and Cornwall Partnership NHS Foundation Trust equality, diversity and inclusion statement.



[bookmark: _Toc183072408][bookmark: _Toc242104148][bookmark: _Hlk136953002]Equality impact assessment form

Title of policy or document for assessment: Click or tap here to enter title.

Who is affected by the document?
☐ Staff	☐ Patients	☐ Visitors	☐ Carers	☐ Other

The document aims to improve access, experience and outcomes for all groups protected by the Equality Act 2010.

Concerns
Are there concerns that the procedural document could have a differential impact on the following areas?	Comment by ELLIOTT, Christine (CORNWALL PARTNERSHIP NHS FOUNDATION TRUST): Sponsor please select yes or no in all areas of table
	Concern area
	Response
	If yes, what existing evidence (either presumed or otherwise) do you have for this?

	Age
	☐ Yes ☐ No
	

	Disability
	☐ Yes ☐ No
	

	Sex
	☐ Yes ☐ No
	

	Gender reassignment
	☐ Yes ☐ No
	

	Pregnancy and maternity
	☐ Yes ☐ No
	

	Race
	☐ Yes ☐ No
	

	Religion and belief
	☐ Yes ☐ No
	

	Sexual orientation
	☐ Yes ☐ No
	

	Marriage and civil partnership
	☐ Yes ☐ No
	

	Groups at risk of stigma or social exclusion such as offenders or homeless people
	☐ Yes ☐ No
	

	Human rights
	☐ Yes ☐ No
	

	[bookmark: _Hlk209692565]Are there any other associated objectives of the document
	☐ Yes ☐ No
	



Name: Click or tap here to enter role of person completing assessment.
Date: Click or tap to enter a date.

This is a joint policy between Cornwall Partnership NHS Foundation Trust and Royal Cornwall Hospitals NHS Trust.
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