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If you need help at any point during your review process, please contact either:
Francesca Brightey-Gibbons (CARS Admin)
T: 0203 701 2649
E: ccqi@rcpsych.ac.uk / fgibbons@rcpsych.ac.uk
Or your project team:
QNIC
T: 0203 701 2663
E: qnic@rcpsych.ac.uk / hclarke@rcpsych.ac.uk

Section 1: About CARS

About CARS
The Royal College of Psychiatrists College Centre for Quality Improvement collects
data from hundreds of health and social care organisations to support its accreditation and peer review processes.
The accuracy and availability of this confidential information is paramount and as a
result the CCQI has spent the last 2 years developing a centre wide information management system to support our work.
The College Accreditation and Review System (CARS) will eventually manage the information from all of the CCQI’s 16 accreditation and peer review projects.
Services will have their own dashboards, enabling them to access their current as
well as previous cycle’s reports. They will be able to directly compare their performance and the CCQI will be able to collate information for services.

Section 2: Registration

Service Registration
You can register on CARS by clicking on the ‘Join Us’ icon on the homepage.
*If you need to manually add your service, you can also complete the following
steps.
If you have never used the system before, you must follow the link to ‘Start New
Registration’.
If you have already begun a registration, you can resume by entering your email and
password. This will take you to the section of the registration form that you are yet
to complete.

The first page, asks you to select the project you wish to participate in (e.g. QED,
QNIC etc).
*if you need to register for part of a project (e.g. Forensic Medium Secure Units/Community Perinatal Services etc) they
need to select the programme name (e.g. Forensic/Perinatal).

You must choose your organisation from the drop down box (e.g. St Andrews Healthcare) and your service team or ward (e.g. CAMHS Mole Valley/ Oak Ward). This information is automatically populated by the system and will be updated regularly.
If your service is not shown, you can manually enter the service/team using ’Service
not listed’. You can then enter the name of your service and you will need to complete the address fields in order to continue. The system will automatically search
for a similar service/team to check it is not already listed.

Click ‘Add Service’

The primary contact will be
used for all correspondence
and alerts.

Please complete the information required, checking your service address, contact details etc are correct. Once you are happy click Continue.

Part 2 asks you to enter your invoice details. This can either be the same address as
the service, or can be sent to your finance department, service manager etc.
They can copy the information from the previous page by clicking here, otherwise
they need to complete the fields needed

The form includes a purchase number field, please ensure this is included if
your finance department requires it to process the invoice

Please complete Part 3 to choose your membership
options. The type of membership is unique to each
project, for example; QNFMHS will only show Peer
review, QNIC will also show an option for a focused
review.
If you decide to change your membership type, you
will need to contact the project team to amend this.
Payment information is displayed to include the cost and the option for 3 year membership or 1 year.

Please review your registration information to ensure it is accurate. If you need to
make any corrections, you can do it by clicking the Edit at the top of each section.

You must confirm you have understood all the details to submit your registration for
approval. The tick box acts as an electronic signature to confirm your agreement.
This information will also be included in your welcome pack.
You will receive a confirmation email once you have submitted your registration.
Your registration will be reviewed by the project team who will contact you directly.

Section 3: Review Dashboard

Review Dashboard
From your home screen you will be able to access your review dashboard. This details your upcoming reviews and also give you access to previous review workbooks
and reports in the coming cycles.
To access the dashboard, click the drop down box and choose Review Visits.

The dashboard will automatically show your service and the current cycle’s review.
Here you will be able to access your self review workbook, check how many survey
responses that have been submitted and see the current status of your review.

Type: Focused/ Accreditation/Peer Review
Cycle: Cycle number
Review: Agreed review visit date
Deadline: The latest submission date for your surveys and workbook.
Status: e.g. Review Booked/Workbook Submitted/Reviewer Completed Workbook/
Awaiting Proof Reading

The link to the online workbook will take you to the first section of the workbook.

*The following information will only be applicable if you are undertaking an Accreditation Review.
If you would like to review the number of survey responses you have received, this
can be found in the Survey Dashboard.
The following screen will be shown:

The number of responses for each survey are displayed along with your service’s target number of responses. The Project team will also keep an eye on the number of
responses that have been submitted.

Section 4: Completing the Self
Review Workbook

The Self Review Workbook
Every project collects their self review information slightly differently, depending on
your project, this section may or may not be relevant to you.

For projects that use a workbook to gather self review data, you will be sent an email
the day your workbook opens. This will allow you to log onto CARS and begin to enter your self review scores.
When you log onto CARS you will see your project’s home screen:

In order to complete your self review workbook you will need to go to Dashboards
and select Review Visits

The link to your workbook will be displayed on your Review Dashboard

To complete your workbook you need to select View.
page of the workbook.

This will take you to the first

Each project’s workbook will look slightly different, but all will have the ‘domains’ at
the top (this will be the sections of the standards)
The you can work through each section one after another, or jump to particular sections by clicking on the domain. You can also move to sub sections of standards by
clicking this drop down box

You need to complete the Response drop down box for each standard by determining whether a standard is Met/Not Met/Don’t Know/N/A.

You can add a comment to each standard outlining why you believe you have met
a particular standard or not and providing details as to how you have achieved this.
In order to add a comment click on the speech bubble

For each comment you wish to make, you need to enter your comments into the box
and either Save Comment if you wish to continue to edit it, Save & Close if you
have entered the information you need to and want to go back to the workbook.

Documents can be uploaded to support the your service’s response; this
could be policies, training documents
etc.
In order to do this, click on the icon
ing box:

which will bring up the follow-

This box will show all the documents uploaded for your service. In order to uploaded
a new document, you need to select the ‘Upload New’ tab.

The user needs to click Browse to search their computer for the document. Please
include you service name at the beginning of the document name (e.g. SERVICE
NAME Safeguarding Policy).
Click Assign and Upload to register the document, you can then close the box.
The system is set up to require an answer to each standard on the workbook. You
therefore, cannot complete the workbook without responses to all the standards.
The system can also be arranged so certain standards need a document uploaded or
comments to support their answer. Guidance for answering a standard will be displayed in italics under the standard statement.

You can continue to work through the workbook, if you wish to come back to it at
any point you just need to ensure you have saved everything you have currently entered and log out of the system.
The responses, evidence, comments etc can be amended as many times as you like
before you submit the workbook to the project team.
Once you are happy with your responses, you can submit your workbook which will
send it to the project team at CCQI. After this point you will no longer be able
to amend your responses.
If you don't submit your workbook by the deadline, the workbook will automatically
close and you will no longer be able to make any changes.
If you have any difficulties meeting your deadline, please inform the project team at
your earliest opportunity.

Section 5: Your Surveys

Your Survey Responses
*This information is only applicable to those undertaking an Accreditation Review
Feedback is being collected in the same manner as before, and you are able to use
both the online questionnaire as well as paper copies.

On the date your workbook opens, you will receive the following email:
This provides unique links to your service’s questionnaires. You can copy and paste
these links into emails to send to staff, referrers, patients, carers etc.
The number of responses to your online questionnaires can be found on your survey
dashboard.
You can also find paper copies of these questionnaires on the resources section of
your homepage. If you use any paper questionnaires, these will only show once they
have been received and entered by the project team.

