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1. Prefix

Intended Audience

This guide is for Local Authority staff responsible for managing PAMMS Quality Assurance
Assessments and scheduling Provider Returns self-assessments.

About This Guide

This guide describes the process of:
®  Adding and updating Regulated and Non-Regulated Provider details
®  Launching a Provider Returns Campaign

Glossary of Abbreviations

Abbreviation Term

PAMMS Provider Assessment & Market Management Solution
Provider Agency, Care Provider, Service Provider
CQcC Care Quality Commission

Conventions

Convention Explanation

© Highlight activity on the screen

Highlight linked functionality on the screen

Important Information

N Procedural Steps highlighted on screen

Commands or

Options Commands, Labels or Options
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Link Link to a cross reference within the
o ) document, an external website or email
Visited Link address.
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Provider Register - Accessing the Provider Register

2. Accessing the Provider Register

Login to MyApps and select the Provider Register icon.

% @
e Tricia Dowd ~

@ myapps.hastl.com

technology group

IPS - Commissioner ServiceStatus User Manager

EMBN S1BUM

Search

A list of Providers which have already been added to the Provider Register will be displayed.
Key information about the Provider is displayed in the summary tile. Providers are ordered
according to their status:

1. Active Providers are displayed at the top of the list with a green status
2.  Temporarily Suspended Providers are listed next showing an amber status

3.  Finally, Disabled Providers are displayed with a red status

ROVIDER
REGISTER

‘ & Helo, Tricia Dowd +

| Providers

B Assign Retums Form B Add a new provider

ICLml

Hame All Hame

C@C Location 0 1-4

C&C Location ld 13172645520

b kB

CQC Location i 1

Servica Type

Hatsa Service Type  Residential Serice, Bed Based. Homecan
Motes

Name All Saazons

Hame All About U Care Services
Lad

CQC Location il 1-172

3
Disabled

Service Type Hamecare

Nates Service Type Homecare
Motes

Hame Care Far All MHame

C@C Location 0 1-119114845 CQc Location it 1-35

Senvica Type Hamecare Service Type

Hotea Motes
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The secondary sort order is based on the more common Custom Name that the Provider is
known by. For example, if an Active Provider had the name The Wonder Care Company, but
were known and referred to as Wonder Care, they would be listed before Suspended and
Disabled Providers, but alphabetically listed in the W section of the Active Providers. If the
Provider does not have a Custom Name entered, they will be displayed at the end of the
Active Providers on the list. See Custom Name for further information.

You can filter the list of Providers displayed by entering Search terms. You can combine
search terms to improve the filtering of the information displayed.

You can search on all or part of:
1. Status - Active, Suspended or Disabled
2. Name as displayed on the summary tile

3. COC Location Id —this is unique for every registered Provider location, Non-
available is shown if they are a Non-Regulated Provider

4. Service Type as displayed on the summary tile
You can also view the number of Notes that have been added to the Provider record.

| Providers

A

m |searc it enter to add anotl
Hame 9 All Abaut Care (Sauth Hama All Seasans

West) Limiled CRC Location kt 1-3172645920

CQC Locafion Id  1-447484919

Service Type Homescare
Service Type Residential Service, Bed Based, Ia:-'rc.-:::l::o Hotss o
atas

Hame All About U Care Services Hama Caare Far Al
e CQC Location kW 1-119114848

CQC Location Id  Mon-available o Service Type JER—

Service Type Haomecare Motsa

Hotes

Provider Details
Select a Provider to view detailed information. Three tabs of information can be viewed:
1. Provider Info —displays information about the Provider

2. PAMMS - contains the contact details for the person responsible for completing
Provider Returns and responding to PAMMS Quality Assessments

3. Notes — additional information entered about the Provider

Select Providers to return to the home screen.
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'PROVIDER

| € Helio, Tricia Dowd -

‘ Providers

| Providers
[ Q [EE=TEI EIE) search. Hit enter o add anoth
Name All Abaut Care (South West)

Limited
CQC Location Id 1-447484813
SBIVIc Typs  Residential Service, Bed Based, Homezare

Provider Info et R ]

Provider Details

Nates o
COC Location £
ame pYpS— [ acive  RIREST RS
CQC Location Id  1-3172645620
Servica Type  Hamecars Pravider Localion Nama
o 7 All About Care (South West) Limited
Cusiom Nama
All About Cars
Nama All About U Care Servicss
Led
Adirass lina 1
CQC Location Id  1-1728397037 Suite G, Egdon Hall
Servics Type  Homecare
Adirss ina 2
Hates o Lynch Lane Offices, Lynch Lane
CyTown
Name Care Far Al Weymouth
COC Location ld 1-113114848 T
servics Typs  Homecare Dorset
Natss o
Poascaca
DT4 20N
Wame Al Star Care Disabled
BEESEAL s Parent Provider Details
Service Type  Hamecare
3\ Discard Chanoes
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3. Add a New Provider

Before adding a new Provider ensure that they have not already been added to the Provider
Register. Enter their Name or paste their CQC Location Id in the Search box. If no results
are displayed select Add a new Provider.

| Providers

[aommes)

No provider records exist

Adding a Regulated Provider

Enter the CQC Location ID inthe box and select the Search icon. The Provider location
details will automatically be populated from the CQC Provider Database. These fields are
greyed out and can’t be modified.

| Providers

| Provider Details
q:oz&LﬁSP 5451 j) This Provider is nonJegulated

e | Providers

Cusstom Mama

Adcress ine 1
| Provider Details

Address ina 2
- ‘COC Location 1D - N -
Gty 1-2514517045 m This Provider is non-regulated
Cournty Providar Location Nama

Sandy Hill Court
T Custom Name

8 Sandy Hill Road
- . -an: L o3
Parent Provider Details i

Address ina 2
cOCID Shirey
ity v
Sohwll

Mama

County
West Midlsnds

Companias House Aarenca

B30 22W
Parent Provider Details

COCID
1-2484433745

Some additional fields are included for you to complete. You can see which fields are editable
as they are displayed with a white background rather than being greyed out.
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Provider Info

1.

— enter any name that the Provider is more commonly known as. This

acts as a secondary sort order, after Status, for listing the Providers on the home page.
Although this is an optional field, we would recommend that you paste the Provider
Location Name into this field if they do not have a Custom Name

— this option defaults to . This may be changed to or
if the Provider is not currently Active

— tick this checkbox if they are a trusted or favoured

Provider. A star * will be shown before their Name on the summary tile

Name +)1to 1 Care
CQC Location Id 1-122222148
Service Type Homecare

Notes 0

— select each of the services delivered by the Provider:
Bed Based
Homecare
Nursing Service
Residential Service
Supported Living

Children’s Services

Although entering a Service Type is optional, we recommend that these are entered as
you can assign Provider Returns templates by filtering on Service Type. Including
Service Types also offers additional reporting options if you use Risk Profiler. The
Service Types selected are displayed

— select the main support service offered by the

Provider:

Learning Disability Support

Mental Health Support

Physical Support

Sensory Support

Support with Memory and Cognition
Social Support

Other

— enter any internal references that you may want to report on. These are

optional:

Internal ID — an internal reference used within your organisation to identify the
Provider location

Financial ID — a budgetary or invoicing reference used in relation to the Provider
location
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@ Case Management ID — any reference used in your Case Management system to
identify the Provider

Select Save Changes.

| Provider Details

©OC Latation IO
1-2534517045 | Status Callap=e
Frowider Locaion Name
Sandy Hill Court St

Actve 9 M

Custom Mame o
Hawen Solihul o Thiz is a Priority Provider

Address ina 1
8 Sandy Hill Road

Adcness ina 2 E z .
Shiney | Service Details Callap=e (@)
CityiTormn
Solihull Sorvico Typa o L
Courty
Weast Midlands
Fosicods
B0 2EW Frimary Support Rioason v
Sensory Support
Parent Provider Details
T | References 6 Callspze (@)
1-24284433745
Mame:
Hawen Care Services Ltd Intermal ID
Companies House Rofanencs
09814147 Finance ID
Case managament ID
3127554

| Status

e —
| @ Ds:a':':ha';es a Save Changes ’

Provider Returns

Select the PAMMS tab and enter details of the Primary Contact responsible for
completing Provider Returns and responding to PAMMS QA Assessments at the location:

1. First Name
2. Last Name
3. Email Address

Select Save Changes.
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Provider Info @ Hotes

-
Contacts Colapse (@)

Primary Contact

First Nama o

Sara

Last Hama e

Shigds

ppT— e
[ Sara@Alsbout.co uk|

9 Clear

Provider Returns Forms Coliapse @)

Frequency Start Date End Date Deadline

a Save Changes

You can add up to three Other Contacts. PAMMS QA Assessments will be shared with
these Other Contacts. Select Add new Contact.

Provider Info [ 0] Motes -
Contacts Callspse (@)
Primary Contact

Primary Confact

Hames Sara Shields

Emall sara@AllAbaut.co.uk

Other Contacts

Add new Contact

Provider Returns Forms Colpse @)

Form Mame Frequency Start Date End Date Deadline

@ Discard Changes

Enter the Contact details. You will need to select Save Changes after adding each contact.
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Contacts

Primary Contact

Primary Contact
Hame Sara Shields
Emall sara@AllAbaut co.uk

Other Contacts

First Mam:

Hanry

Last Mama
Wallsce

Emad acdrass
henry@AllAbout co.ul

9 Clear

Collapse °

B o b

You can return to the Provider's PAMMS tab to Edit or Delete Contact details. You should
always ensure that there is a Primary Contact assigned to the Provider.

Providers

Providers

s
Name All About Care (South
Wiest) Limited

CQC Locationd 1-447484319

Servica Type Residental Service. Bed Based, Homecare

Naotes o

Name. All Seasons
CGC Locationld 1-3172645620
servicaType  Hamecos
Nates o

Name. Amathea

CQC Locationld 1-312173875

Service Type  Hamecare

Naotes o

Name i Briardens Care
Hame

CQC Locationld 1-125861962

Haotse o

ServicaType  Homecare, Supported Living

Nama. All About U Care Services
Lid

CGC Locationld 1-1728357037

servicaType  Homecoe

Naotess o

[ q b _

Provider Infd W Notes

Contacts

Primary Contact

Primary Contact
Hame. Sa Shields
Emall sara@AlAbout co.uk

B Assign Retums Form B Add 3 new provider

s

-]
Collzpze (@)

Other Contacts

Contact 1
Hame Henry Wallace
Emall herry@AlAbouL ca.uk

S Edit 1 ®Belete )

Add new Contact

-

Notes

Add any additional information about the Provider via the Notes tab. Select Add Note and

enter the information. Select Save Changes.

Version 1.00 | 09/10/2019
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Provider Info Provider Retum(y @

o
Internal Notes —

-
Provider Info PAMMS [0S (-]
Collznze ()

Internal Notes

monihs and counting). They have been asked 1o resolus this vacancy oy Nevemser 2018

When Notes are saved, they are annotated with Added by information displaying the Name
of the person creating the note and the Time and Date the note was added. Once saved,
notes cannot be modified.

Provider Info  PAMMS il

°
Internal Notes Catiae ()

This provider is under close menitoring fallowing the recent PAMMS quality assessment and subsequent Poor rating, mainly attributed fo significant delays in filling the vacant
Register Managers post (3 menths and counting). They have been asked fo reselve this vacancy by November 2018
‘Added by: Tricia Dovd On: 08/10/2019 03.02:45 PM

® Discard Changes

Notes are Internal and can only be viewed within your Local Authority.

Incorrect CQC Location ldentity

If you selectto Add a new Provider and enter an incorrect CQC Id, an error message will
be displayed informing you that the COC Location ID is invalid.

E:HOVID:EH | e Hello, Tricia Dowd ~

Providers

| Providers

| Provider Details Calisp (@)

(lomm . This Provider is non-regulated

Frowider Localion Mama
Cusstom Name
Arross ina 1
Ardrass ina 2

ity Tormn
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Changes to CQC Location ldentities

If a Provider changes location, they will receive a new Location Id from the CQC. Provider
Register will automatically update the Provider record with the new Location ID and Address
details at midnight on the day the CQC update the location.

If you try to add a new Provider using a CQC Location ID which has been updated, a message
will be displayed showing the Latest CQC Location ID for the new Provider Location.

EB-O.\?_”'IF:I)'IE:F | e Hello, Tricia Dowd ~ |

Providers

Providers
d CQC Location ID

—

. A This provider details have recently changed, we've updated the latest details for this provider. ol
PrOVIder Detalls For more information visit the CQC website fee °
©QG Location ID Old C s -
1-6848500555 L t CQC Location ID: 1-6848600555
Provider Location Name
Cranwell Court
Custom Name “

uuuuuuuu

Address line 2
‘Cambridge Road

CityTown

Grimsby

Adding a Non-Regulated Provider

You can add a non-regulated Provider to the Provider Register. Before adding the new
Provider ensure that they have not already been added to the Provider Register. Enter their
Name in the Search box. If no results are displayed select Add a new Provider.

Tick the This Provider is non-regulated check box. Only the CQC Location ID and
Parent Provider's COC Location fields will be greyed out, displaying the text Non-
available. Text can be entered in all other fields.

: E?.QEITBE%R ) Hello, Tricia Dowd -

Providers

| PrOViderS B AswgnRetums Form ¢ [ Add a new provider .

Eqm Echn. Hit enfer to add another criteri
| Providers
| Provider Details Catapss @)

# This Provider is non-regulated

Provider Location Name

Custom Name

Address line 1

Address line 2

b T
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You will need to enter:
1. Provider Location Name

2. Custom Name — enter any name that the Provider is more commonly known as. This
acts as a secondary sort order, after status, for listing the Providers on the home page.
Although this is an optional field, we would recommend that you paste the Provider
Location Name into this field if they do not have a Custom Name

Address
Postcode

Parent Provider's Name — if the Provider does not have a Parent Organisation, paste
the Provider Location Name

6. Companies House Reference for the Parent Provider or the Provider

| Provider Details
M e # This Provider is non-regulated

Msgus Cars o
T 2 )

o 123 pellnful Road

e Address line 2

3 JE—-

o County
srzr @

Parent Provider Details

COCID :
Mon-available

ham
Msgus Cars e
| 123454 0

Complete the remaining Provider Info and complete the PAMMS and Notes tabs, see
Adding a Requlated Provider.

Deleting a Provider

To delete a Provider (as opposed to Suspending or Disabling), select it and scroll down to the
bottom of the record. Select Delete Provider. A dialogue will be displayed informing you
that the deletion will be permanent (you will not get the option to discard this action). Select
Yes, Delete to delete the record permanently.
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Providers

Name * 1101 Care m References Colapse ()
CQC Location Id  1-122222148
Service Type Homecare
Internal ID
Notes 0
" Finance ID
Name 1st Homecare Active
(Oxiord) Ltd
€QC Location ld  1-309362562 Case management 1D
Service Type Bed Based, Nursing Service, Residential
Service
Notes 1
Delete Record Colapse ()
Name Redhil Active 1 i
€QC Location Id 1-6985511439 D | t R d
Service Type - ‘ ® Delete Provider e e e eCOr [
= B
Notes 0
You are about to delete this Provider Record. These changes cannot be undone
Hame Abingdon Court Are you sure you want to proceed?
Care Home [
- | cac Location1d 1-2007731567 -
—
i cancel | Yes,Deiete )
_

® Delete Provider
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4. Provider Returns Campaign

Adding a Campaign

Select Assign Returns Form to start a Provider Returns campaign. Use the Search box
to filter the list of Providers. Enter the Service Type into the Search box to filter Providers
offering services in the area of your campaign.

.E,B.Q.?':'—D—E—‘-“ ‘ 0 Hello, SecuritylPS Broker11 ~ |

Providers

| Providers

—
@ B AssgnRetimsForm ) B Addanew provider

Q Search. Hit enter joi e N
'PROVIDER fitylPS Brokar11 - |
Name ) ———————
cacu o
Servica Typs  Hax
Notes 3
| Providers
- o e
CQC Nan-availy S—
servicaTyps  Residens
Notes B8 ) .
Select Providers for Returns Assignment

Hams Calkum H Select All
caci 19075
servica Typs Hameces
Notea Nams Nams

©ac i

Sarvics Typs.

Natss cac i

Sarvics Typs.
Notes

Name Hame el Hove

©ac i cac i 1-110076456

Sarvics Typs. Sarvice Typs  Homecars

Natss Notss

e AS—— e P—

;::«m am Care cac

- - Sarvics Typs: mecare, Supperted Liing

Servica Type  Bed Based, Homesare, Supported Living talse

untas

Tick the Providers that you want to add to the Provider Return campaign or choose Select
All'if you wish to add all displayed Providers. Select Continue.

| Providers

Q CIEIEEEEY search. Hit enter to add ancther <ri

Select Providers for Returns Assignment

Select All

olNo

Cs)
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Select the Form Name for your campaign from the menu. When the form is selected you
will see:

1. Frequency - the frequency that the Form will be issued during the campaign, One Off,
Weekly, Monthly, Quarterly, etc

2. Start Date — the date the Form is valid from — this is the earliest date that it can be
sent to a Provider

3. End Date —the date the Form is valid to — this is the latest date that it can be sent to a
Provider

4.  Deadline —the length of time in which the Provider must complete the Self-
Assessment

Select Assign Form.

| Providers
| Add Provider Returns Form cotapse @
Form Name Frequency Start Date End Date Deadline
—
| Form Name v
—— | Providers
| Add Provider Returns Form o 9 e o Catanse @
Form Name Frequency Start Date End Date Deadline
[ Quarterty. MP Test Customer Retum M Quarterly 01/07/2019 30/06/2020 21 days
| Selected Providers for Returns Assignment colapse @

Name Banya Family Placement Name Beech Court Nursing Home

Agency Lid €QC Location Id 1-220624456

€QC Location Id 1-289094522 Service Type  Nursing Service, Residential Service

Service Type  Supported Living, Nursing Service Notes o

Notes 0

| ame eecn aen =T | e e Acie |

® Cancel Assignment (S JLESWL IS )

You will receive notification that the Return Form has been successfully assigned.
—

| Providers

l QU Search. Hit enter to add another criteria

BT | e

cac Location 19

An email notification will be sent to each Provider’s primary contact email address (usually just
after midnight on the start date) informing them that they have a Self-Assessment to complete.

This process will be repeated at the defined Frequency until the End Date of the campaign is
reached.
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If you add the form to a Provider after the Start Date, the Provider will be added to the
distribution list for that Return form. The form will then be sent at the next scheduled
Frequency Date.

You can only assign a form to a Provider once. If you attempt to assign the same form to a
Provider for a second time, Provider Register will confirm the assignment but will not send out
an additional email notification as the Form has already been assigned to that Provider.

Removing a Provider From a Campaign

To remove a Provider from a campaign, open the Provider and select the PAMMS tab. Select
the Delete icon next to the campaign Form Name.

| Providers B Add a new provider

s
Hama 1 Oak Home Care

C@C Locationld  1-3857452640

-
Provider Infc W Hotes °

Contacts —

service Type Bed Based

Naotess

| | Primary Contact
Hame R Acive |

C@GC Location 1d  Nan-available

ServicaType  Homecare, Bed Based, Supparted Living First Name
Hotes 3
Last Mame

ame Liing Lt () [ Acive |

Limited tia the Banyan Email address

Tree: - 53 Bastack

Avenue
CQC Locationld 1-113020638
SHVICATYpS  Homecare, Residential Service
Hotes

Provider Returns Forms (o

Name Smoke tests 30107

C@C Location Id  Nan-available

Service Type  Residendal Service. Hamecare < Frequency Start Date End Date
Naotes BOB

PenTest Form ABC Quarterly 01/07/2018 30/06/2020
Name Wi House [ Acive |

PenTest Form XYZ One Off 01/01/2018 311212020
CQC Locationld 1-118877350
Servics Type

Naotes

® Discard Changes

Select Save Changes. Any previous Provider Returns submissions made before the
Provider was removed from the campaign can still be viewed on the Provider Portal.
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Providers

Providers

[ Q, Search. Hit enter to add another criteria

-
Name 1 Ok Horme Care
CQC Locationld 1-3857492640

servicaType  Bed Based

Naotess o

Contacts

Primary Contact

Name [E— Acive |

CQC Locationid Man-available

Servica Type Homecare, Bed Basad, Supported Living
Hatss 3
ams gy (I

Limited tia the Banyan
Tree - 53 Bastock
Avenuse

C@C Lacation ld  1-113020836

First Hame

Last Mame

Email address

B Assign Refums Form B Add a new provider

s

Collzpze ()

CQC Location|a 1-178877358
Servics Type
Naotes o

SorvicoType  Homecare, Residential Senice :
o . Provider Returns Forms

Namg. Smuke tests 3007 m Form Name Frequency Start Date End Date Deadline

€QC LocationId Man-avaiiable RenTast EommABC o 24072048 30062000 24

Servica Type Residenial Service, Homecane

Notes Bo PenTest Form XYZ Cne Off 01/01/2019 311212020 21 days i-
Hame Ko House [ Acive |
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5. Summary

®  Filter the Provider listing by searching on all or part of their Name, CQC
Location Id, Service Type or Status

@&  Select Add a new Provider and enter their CQC Location Id to add
a new Regulated Provider. The Provider location details will automatically
be populated from the CQC Provider Database

®  Select Add a new Provider and click the This provider is non-
regulated tick box to add a Non-Regulated Provider. Add their location
details

@  Select whether the Provider is a Priority Provider and add details
regarding their Custom Name, Service Type, Primary Support
Reason and any internal References

®  Enter the Primary Contact information on the PAMMS tab

®  Select Assign Returns Form to start a Provider Returns campaign.
Ticlk the Providers you want to add to the campaign. Select and Assign
Form. The form will be emailed to the Primary Contact at the next
scheduled Frequency Date
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