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HIS RESEARCH — ACCESS REQUESTS PROCEDURE FOR
RESEARCH COORDINATORS/DELEGATES

The purpose of this procedure is to ensure that researchers (monitors) are able to access
required patient information for their research, either via remote access or onsite at Monash
Health. In order to maintain the confidentiality of all Monash Health patients, researchers will be
provided with a limited access account for SMR and EMR (if required).

To gain access to a limited access profile, the Research Coordinator must ensure payment for
commercially sponsored studies are approved via a cost centre transfer or request for an invoice
to be generated directly to the sponsor, prior to requesting access.

To align with Monash Health IT policies, all accounts created will be valid for 3 months. Requests
to extend access must also be submitted via Central.

1.1 New Access Request Procedure for Research
Coordinators/Delegates

1.1.1 Navigating to the Research Monitor Access Request Service

1. Click “Log a request on Central” via the Monash Health Intranet

Monash

Health

Search...

ESS / Payslips / HR21

‘ Log a request on Central ‘

2. Navigate to “I need a New Service” and click on “Request a Service”

I am facing an I need a new I am looking for a

Issue Service Solution
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3. Select “Information Technology” from the options on the left of the screen

I; Information Technology I

- @ “ Business Proposal

. Step 1: Select the Department you wish to log an issue with from options on the left
- Step 2: Select the template which most closely matches your issue

4. Click “TBS — New Contactor Request — v2.0.” This will direct the requestor to the_Research
Monitors Access Request form

Monash
Health ™

Issue Catalog | | Service Catalog

Requests Solutions

Service Catalog | | |

— | TBS - General Service Request
; Information Technology —
“ % Do you need something? Request it here.
. | TBS - Student User Request
* @ ~ Business Proposal ()
~F " “ % Template utilised for Student Coordinators to request student access for IT / EMR

| TBS - New Locum Request

Template utilised for new Locum Staff. Mot to be used for Monash Health Employees.

| TBS - New Contractor Request

Template utilised for new Contractors. Not to be used for Monash Health Employees.

I | TBS - New Contractor Request - v2.0
[

Template utilised for new Contractors. Not to be used for Monash Health Employees.

1.1.2 Filling out the Research Monitor Access Request Ticket

1. Fill out the Contractor’s Personal Details fields; First Name, Surname, Personal Email Mobile
Number, Start and End Date.

Contractor's Personal Details

* First Name |

* Surname |

* Personal Email |

* Mobile Number |

|

|

|

|

+ Start Date | El
]

* End Date |
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2. When agreeing to the Monash Health Policies, an alert with be displayed on the screen, as
seen below. Use the drop down menu to click “OK” if the monitor acknowledges and agrees
to be bound by the Use Responsibilities, Privacy and Social Media Policies. Unauthorised
access to or use of Monash Health system is prohibited

« Agree to Monash Health Policies -- Select Agree to Monash Health Policies -- v

Message from webpage >

As a user of Monash Health Information Technology systems,

! you acknowledge and agree to be bound by the User
Responsibilities, Privacy and Social Media Policies.
Unauthorised access to or use of Monash Health systems is
prohibited

3. AtIT User Responsibility, note the blue information icon that states an “IT User Responsibility
Policy has been distributed and signed off by the contractor”. Tick the “Sighted & Signed” box
once the policy has been sighted and signed.

+ |T User Responsibility Policy [] sighted & Signed

The IT User Responsibility Policy has been distributed and signed off by the
contractor

Note: The requestor must ensure they have sighted a signed copy of the IT User
Responsibility Policy by the researcher/monitor. If this is has not been done, it is the
requestor’s responsibility to ensure that this is completed before continuing with the request
ticket.

4. Complete the Monash Health Staff Action fields including the name of the staff member the
requestor will be reporting to while at Monash Health

Monash Health Staff Action

* Reporting to (Staff Member's Name) | |

+ Role | -- Select Role —- - |

* Reason for Access | |
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5. Select “Researcher/Monitor” in the Role field

Monash Health Staff Action

* Reporting to (Staff Member's Name) [/ ]
+ Role -- Select Role -- a
| a]
+ Reason for Access
-- Select Role --
Approvals External Health Service

General Contractor

+ Reporting Manager Approval Obtained
P g g PP IT Consultant

+ Select Approvers Locum

Researcher / Monitor

Request Details

Note: An alert with be displayed on the screen. A Research Monitoring Request form is
required to be attached to this request ticket. Click OK to move on

Message from webpage et

Please ensure you have attached the HIS - Research
Monitoring Request form, located in R Drive in the folder
service_desk

CHE
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6. Navigate to R: Drive and select the folder “service_desk”

This PC
P
ol

£l

£l

» [(R:) Reference

Mame

.

Report_on_Compulsory_Treatment

Safe_|

Care_Beds

se_sector_exec

Drate modified Type

PrA File folder
PR File folder
PrA File folder

PrA File folder

il senior_rmedical_staff

i SerreoTy - iviodoiEtoTT L v o b =re—frricher

Fal service_desk 10,1 2,/,2020 8:09 PR File folder

Lo ki i PR R P P SRt o A ] et B |
T = = h _

Fal sh_intake File folder
7 ShareSpacesQRPosters

a0 Specialist_Consulting_Clayton

File folder
File folder
7 Specialist_Consulting_General File folder
7 | strategy File folder
al StrokeSWWa

7 Support Services Cleaning Audits

File folder
File folder
7 Support Services Orientation File folder
al Switchboard

s sympheny

7 Teleneurcpsychology_telepsychology
Theatre_Templates_All_Sites

File folder
File folder

File folder

File folder

7. Right click on “HIS — Research Monitoring Request Form” and click “Copy.” Navigate to the
desktop and right click “Paste” to save a copy

This PC & (F:) Reference » senvice_desk

el

B Mame Date modified Type Size
2User Respensibility 4/05/2020 8:00 AM  Adobe Acrobat D... 533 KB
ﬁi | Agency Users Template 2170472020 3:59 PM  Microsoft Excel W... 16 KB
E‘ Bulk User Import BUI MHstaff 11/08/2020 912 AM  Microsoft Excel 97... 33 KB
E_‘l Contractor Users Template 2702020 12:25 ...  Microsoft Excel W... 21 KB
O Bxdernal Users lemplate U 020 AU P Miicrosory Excel W... T KB
E_‘| HIS - Research Menitering Regquest Form 12/10/2020 11:22 ...  Mlicrosoff Word 9... 12T KB

et grer e e e 13KB
E Student Users Template 1370172021 10:16 ... Microsoft Excel W... 162 KB

8. Open the document and fill as appropriate.

9. Once completed, click save and return to the Request IT Central form.

E[E]e o -

FILE HOME INSERT DESIGM PAGE LANOUT REFEREMCES MAILIMNGS REWVIEW
L - - - - 11— a— [ —
0 ut Calibri 11 A A Aa- Be = -iz - ioe | &= 3=
Copy
Paste ~ abe = A EEE=E = T -
- * Format Painter B I U *x. X = =l = = = =
Clipboard = Font = Paragraph

I
NonashH

Please complete the below infc
hisresearch@monas
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10. Navigate to the bottom of the form and click “Attach file”

Attachmengs Attach file

11. Then click “browse” and select the HIS — Research Monitoring Request Form from the desktop

Antach file 4

File I Browse... |

[ Maximum size of an attachmentis 15 MB. |

Attach file

Attachments : Attach file

12. “Attach File

Anach fike x

File | }:'-.63-1463".Deskbup'.HIS = Research Monitaring Reques!  Browse |J

| Mamimum size of an anachment is 15 MB. |

Attach file

Amachments Attach file

13. The request form should be visible in the attachments.

Amachmens aftach file

HI5 - Research Monionng Request Formdes (126 KB)

HEALTH INFORMATION SERVICES RESEARCH PROCEDURE

G:\his\Research Procedures\Research\Central Access Requests Procedure\l.1 HIS Research Access Requests Procedure for Researchers Coordinators.....docx
Page 8 of 14



MonashHealth Health Information Services

14. In the “Role Access Required” field, tick the system that the requestor requires access to,
then type the reason for Access in the box

* Role Access Required

« Reason for Access

[l sSMR [] Diagnostic Imaging [] EMR [ Pathology

15. Complete the “Researcher/Monitor” section, including study title, protocol number, etc

Researcher / Monitor Details

* Study Title

* Protocol

* HREC Approval Number

+ Sponsor

Cost Centre -- Select Cost Centre -- v

16. Continue down and complete the Approval and Request sections with the appropriate

information

Approvals

* Reporting Manager Approval Obtained

* Select Approvers

Request Details

Priority

* Subject

Description

-- Select Reporting Manager Approval Obtained -- v

P3 - Medium v

Contractor Access Request

B I YU &5 Roboto v 0v A B xv =v iEv&EvY e Ly W S NESHHOY
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17. Click “Add Request” to log a ticket in Central and it will be looked at by the next available

technician
Add request

Reset Cancel

1.2 Extended Access Requests

Access requests for additional 3 month periods must be submitted on Central as a General
Service Request. It is recommended that the ticket is logged on Central at least 2 weeks prior to
the account being disabled.

1.2.1 Navigating to the IT General Access Request form

1. Click “Log a request on Central” via the Monash Health Intranet

Monash

Health

Search...

ESS / Payslips / HR21

‘ Log a request on Central ‘

2. Navigate to “l need a New Service” and click on “Request a Service”

I am facing an | need a new | am looking for a

Issue Service o Solution

HEALTH INFORMATION SERVICES RESEARCH PROCEDURE |

G:\his\Research Procedures\Research\Central Access Requests Procedure\l.1 HIS Research Access Requests Procedure for Researchers Coordinators.....docx
Page 10 of 14



MonashHealth

Health Information Services

3. Select “Information Technology” from the options on the left of the screen

Ig Information Technology I

- @ “ Business Proposal

E

. Step 1: Select the Department you wish to log an issue with from options on the left
- Step 2: Select the template which most closely matches your issue

4. Click “TBS — General Service Request.” This will direct the requestor to the General Service

Request form

E. Apquests

Service Catalog |

4 Infoamation Technology

Sohtions

TBS - General Sennce Request

Do you neeed something? Request it here

1.2.2 Completing the General Service Request form

TBS - General Service Request

» Mame

Contact and Location Details
= Cumrent Site
= Current Department/Location
- Best Contact Number
Ticket Details
* Subcategory

= Item

Priority
= Impact
= Urgency
Ticket Description
= Subject

~ Description

May Asserm

Kingston Centre
HIS (Scanning, and non scanning)

9554 8479

Accounts & Passwords

Access Request

Single User

Medium

Request to extend access for CHXOKKK

BIH%ThrEa,vﬂ)\fix’v

Good afternaon,

Please extend access for CXXXXX. Original access request ticket # X000

Regards,
May

& T~ 99

& =

B &8 e v

Cancel

Note: HIS Research does not see General Service Requests on Central
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1.2.3 Notifying HIS Research for request to extend SMR access

Email HISresearch@monashhealth.org as per example below.

To... HIS Research;
Send
Ceon
Subject Request to extend access for CxIO000

Good afternoon,
Please extend SMR access for CXXXXXX. Original access request ticket # CXOOMMN.

Regards,
Notes: HIS Research should be notified directly after logging the extended access request on Central.
EMR access will be automatically updated for 3 months once IT extend account access
1.2.4 Confirmation email

HIS Research will reply to confirm that SMR access has been extended for 3 months once actioned.

1.3 Booking a HIS Research PC

All requests to book a HIS Research PC should be emailed directly to
HISresearch@monashhealth.org.

1.3.1 Email template to book PC

Tou. HIS Research;
Send
Cc..
Subject PC Booking

Good afternoon,

| would like to book a PC on the following day(s) for CXXXXXX, initial access request ticket number X300XX

s DD/MM/YYYY
s DD/MM/YYYY
Regards,

Note: Access requests submitted prior to this new procedure will need to provide additional
information such as HREC approval number.
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1.3.2 Booking a PC to view paper medical records

Submitting the HIS Research Monitor Bookings form will only be required when paper records need
to be viewed onsite.

1.3.3 Booking Confirmation or notification of available dates reply

HIS Research will send a reply email to confirm the requested date(s) or offer vacant dates as close
to the original request as possible.

1.4 Requests to add or remove patients from limited access accounts

All requests to add or remove a patient from limited access EMR and SMR accounts should be
emailed directly to HISresearch@monashhealth.org

1.4.1 Email template for requests to add or remove patients

To... HIS Research;
Send
CC
Subject Request to add/remave patients from limited access recount

Good afternoon,

Please add the following patients for CXXXXXX, initial access request ticket number XXXKXXX

UR number Patient Name DoB

Pleaze add the following patients for CXXXXXX, initial access request ticket number XXX

UR number Patient Name DoOB

Regards,

Note: Additional details such as monitor name and HREC number will be required for requests
submitted by prior to the beginning of this procedure
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Appendix 1: Memorandum - Research and Clinical Trial Costs

MonashHealth

Memorandum

To: Researchers

cC:

From: Mrs Claire Fierce Sendar Fax No:
Director Health Information Services; Tel. No:

Prof Stephen Holdsworth

Director Research Governance

A Prof Erwin Loh

Chief Medical Officer .
Department Health Information Services: Date: 17/08/14

Research Support Services

Subject:  Research and Clinical Trial Costs

fanash Health has recently reviewed the process for providing patient information for the purposes of
research. Health Infarmation Services (HIS) and the Research Directarate have agreed on a ane off fee per
study approach, rather than the per record approach that currently exists. Commercially sponsored studies
will incur a ene-off fee of $600, This is consistent with other health services. The payment will be required
upon final approval of the study, via an internal transfer request raised by Health Informaticn Services.

Researchers will no longer be required to obtain a signed Form 4 or Farm & prior to submitting a research
governance application to Monash Health for Site Specific Authorisation.

As of 1 October, 2014, researchers will anly need to indicate on the Site Specific Assessment Form that th By
will ha rauesting recards from Health Infarmation Servicas,

Researches will be required to submit patient consent forms to HIS

If you have any questions in regard to this matter please contact Health Information Services on 9594 2121
or Research Support Services on 9594 4611,

(Prof Erwin Loh

Claire Pierce Stephen Holdsworth

Director Directar Chief Medical Officer

Health Information Services Research Governance

Monash Medical Moorabbin Hospital Hingston Centre Dandanong Hospital Casey Hospital Community-based
Centra Clayton Centre Read \Warrigal Rinad David Streat Kangan Drive Services across
246 Clayton Road East Bentlelgh Chelentam Dandenang Berwick the South East
Claylon Tel: 2928 8111 Tel: $265 1000 Tel: 9554 1000 Tal: B768 1200

Tek 0504 G66S
wawnmonashhealth.org
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