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Introduction
This document provides guidance to health and social care professionals on how to use the
Essential ACP Online Tool. It is one of a number of resources available from ACP website that has
been created to support the use of the online tool. Other available resources include:






Anticipatory Care Planning Patient Information Leaflet
How to use the Essential ACP Online Tool video
Essential ACP PDF sample
Essential ACP paper guidance and template.

What is Anticipatory Care Planning?
Anticipatory Care Planning (ACP) is a person-centred, proactive approach to help people to
consider what is important to them and plan for their future. Everyone can benefit from having
an anticipatory care plan. The ‘thinking ahead’ philosophy about ‘What Matters to Me’ is
appropriate at any age or stage of life. However, ACP is particularly beneficial for those who
have a long term health condition, or for those who are noticing or anticipating a change in their
health, as it can help them to make informed choices about their future care. Having an
anticipatory care plan can be extremely helpful for people who are approaching the end of their
life, as it can maximise the quality of someone’s last months, weeks and days.
At the heart of ACP is a conversation between individuals, those people who are important to
them, for example a relative or carer, and their health or social care professional.
These conversations will support choices or decisions about future care and can include the
following.





Reflections on an individual’s situation and priorities in the context of their health.
Information about specific treatments or care that would be appropriate for an
individual, when they would consider or accept this care, and where they would like to
be cared for.
Information on who should be involved in supporting future decisions about treatment
and care.

These choices and decisions should be documented in an anticipatory care plan and shared with
the people that need to know. Planning ahead can help the individual be more in control and
able to manage any changes in their health and wellbeing.
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There are four steps to ACP:
1.
2.
3.
4.

Planning and preparation
Meaningful conversations
Documentation and sharing
Regular review.

More information on these four steps on the ACP website.

The Essential ACP Online Tool
The Essential ACP Online Tool will help you to have a ‘thinking ahead’ ACP conversation with a
person and to document the outcome of these conversations. The tool will guide the clinician
through the conversation. The plan can then be shared with the health and care professionals
who may be involved in providing future treatment and care.
Before you start using the Essential ACP Online Tool, we have seven useful hints and tips for you
to consider:
1. ACP first and foremost, is about open and honest conversations with an individual. It is
important that the documentation and tools do not become the focus of the interaction.
ACP should never be seen as a tick-box or form-filling exercise.
2. ACP is a team activity. When planning the approach to ACP where you work, think about
how you can use the knowledge and skills of the whole multidisciplinary team in this
process.
3. When using the Essential ACP Online Tool ensure you consider your local Information
Governance policies and procedures. For example, think about where you save the
document and how you securely share this with others involved in the person’s care.
4. Consider how and when you might start a difficult conversation with a person. The ACP
website has a range of resources to help with this.
5. When emailing the downloaded PDF, ensure that you are sending it to the correct
person, and that you are able to securely share patient identifiable information. If you
are unsure, your local Information Governance or IT team should be able to assist you
with this.
6. The best mechanism for sharing information with a range of professionals and
organisations is through the Key Information Summary (KIS) in GP practices. This guide
details how to copy and paste aspects of the PDF into the person’s KIS.
7. Anyone working anywhere can use the Essential ACP Online Tool. However only the
person’s GP practice has access to the KIS. If you create an Essential ACP using the Online
Tool, ensure that you share this with the GP practice so they can update the KIS.
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How to use the Essential ACP Online Tool
The Essential ACP Online Tool (https://apps.ndp.scot/eacp/#/) is a web based application and
can be accessed from any computer with an internet connection. The tool has a guide which
includes:




how to identify who needs an ACP
support for health and social care professionals to lead the conversation, and
practical steps to prepare the person to think ahead.

The instructions below detail how to:




Create an ACP using the Online Tool
Generate and download a PDF at the end of the ACP conversation
Copy and paste the information from the PDF into the KIS so that the ACP can be shared
with a wide range of health professionals working in unscheduled care.
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How to create an Essential ACP using the Online Tool
Step 1. You can choose to skip reading the guide and move to create an ACP straight away. Click on
‘

’ button to start populating the ACP.

This section consists of:







About you
About the individual
What matters to the individual
Discussion about cardiopulmonary resuscitation
Emergency contacts
Review anticipatory care plan.

Step 2. Click on ‘

’ button to move to the next page after completing each section.

Step 3. You can click on ‘

’ button to add more contacts if needed.

Step 4. Once you have completed all the sections and are ready to review your ACP, click ‘
’ button.
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How to generate a PDF at the end of the ACP conversation
Step 1. Review the information entered into the Online Tool.
Step 2. Check the box to confirm that the individual understands how their information will be
processed.

Step 3. Once the box is ticked, ‘

’ will become live for you to click to complete the

ACP.

Step 4. You will be taken to the next page to download the ACP. Click on ‘

’ button
and the button will turn yellow. A PDF will be generated from your internet browser. Once you have
downloaded the PDF, you can do the following:





File your downloaded PDF in line with your local policy and procedures (For example, Docman in
a GP practice).
Send a copy digitally (ensure you are following your local policies and procedures when emailing
PDF documents).
Copy and paste information (with consent) into the KIS (relevant only if you are in a GP practice –
see Step 4a).
Print a copy and hand or post it to the individual, their family or professionals involved in their
care.

Please note
Any printed and electronic versions of the Essential ACP are your responsibility. You are
the relevant health or social care organisation providing support to the named individual
and the named individual themselves. Professionals should refer to your local procedures
in terms of appropriate information handling.
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Step 4a. Copy and paste information with consent into the KIS.


Open the downloaded ACP. Using your mouse, highlight the content in the sections of ‘What
matters to you’ and ‘Discussions about cardiopulmonary resuscitation’.





Right click on your mouse and choose ‘copy’.
Open the individual’s KIS on EMIS or VISION.
With your mouse, right click to paste the copied information into ‘
section. Click ‘

’ button to save and close the KIS.

Step 5. Once the PDF have been shared, remember to close the browser tab or return to the
ihub website to protect sensitive information.

Step 6. You can also start a new ACP by clicking on ‘
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’ button.

’

Get in touch
Visit the Anticipatory Care Planning and Primary Care Improvement Portfolio websites for
further information.
If you have any questions or require further help and support, please contact the Primary Care
Improvement Portfolio at: hcis.pcpteam@nhs.scot.
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