
User Guide - Covert Administration documents on Ardens                                   

The BLMK ICB Covert Administration Guidance (Adults) contains the following appendices which can 

be accessed via the Ardens ‘Covert Medication Administration’ template:  

• MCA Assessment form  

• Best Interest decision record form  

• Instructions for carers from pharmacist 

• Review form for Covert administration  

These appendices can be found on SystmOne in:  

• The Ardens ‘Covert Medication Administration’ template (see below)  

or via  

• ‘Communications & Letters’ in the Ardens folder within Referrals Bedfordshire 

 

Ardens ‘Covert Medication Administration’ template:  

The Ardens template below may be used to document the MCA assessment and best interests 

discussion, however it may be difficult to extract saved information via the journal and send to the care 

home. Therefore, we recommend using the above BLMK ICB appendices that have been embedded 

in the Ardens template. These can be accessed by clicking on the ‘CCG Preferred Choice’ button as 

circled below.  

 

 



BLMK ICB Covert administration guidelines and appendices via ‘CCG Preferred Choice’ 

 

Select document to complete then create as ‘New letter’ by clicking on ‘Write now’ 

 

 



Example of MCA Assessment form to be completed:  

 

 

Sending documents to care home via secure NHS email:  

Completed documents such as the MCA assessment and Best Interests decision forms can be emailed 

to the care home via secure NHS net email by right clicking on the letter in the tabbed journal and 

selecting ‘Send via NHSmail’ (as below).  

Practices can save NHS email addresses for their aligned care homes in their own ‘Address book’ in 

the ‘Organisation Contacts’ tab.  

 

 

 

Click on ‘Form 

Protection’ button 

to allow completion 

of the assessment.  

Once the form has 

been completed, 

click on ‘Form 

Protection’ button 

again to save 

additions to the 

document. Then 

click on ‘Save final 

version’ and select 

‘Yes’ when 

prompted  

 



 

You will be asked to confirm whether you would still like to send the email to the named care home 

and NHS mail address (as below) 

 

 

A brief email can be composed (see below), and the completed document will be attached. This will be 

sent directly to the care home NHS mail address once the patients record is saved. The document can 

be viewed in the patient record for future reference. 

Please note: other documentation (e.g., Best Interests decision form) would need to be completed 

and sent as a separate document.   

  

 

 


