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[bookmark: _GoBack]How to Respond to a Story on Care Opinion 

[image: ]2 Key Requirements for posting a response:
1. To post a response, you must be a member of a subscription on Care Opinion and have responding access.
2. You must be logged into your Care Opinion account.

Once you are logged in and have clicked on the story that you would like to respond to, scroll to the bottom of the story and there will be a response box. If the box isn’t there, check that the 2 key requirements for posting a response have been met (see above). An easy way to know that you are not logged in, is to check for the yellow navigation bar at the top of the page, if the yellow bar is not there, then you are not logged in. 

The response box will look like this:
Type your response in the box
You can add pictures or links here too. We have some helpful guidance for writing your response above the response box. Click the pink links to view, or join one of our webinars for more advice.


Showing that you are making a change
You have the option to add a marker to your response showing that you are planning to make a change/ that you have made a change because of the feedback in the story that you are responding to. If there is no change, then you don’t need to do anything as the “not at the moment” option is set as the default here. You can always post a further response in the future if anything changes.

Signing your response
You can then choose how you would like to sign your response (note that this appears at the top of your response and so we recommend signing off your response in the text box also). Using the drop down menu, select the option that you prefer. (we recommend the default option as it is more personal).

Submit your response
To submit your response we ask for you to consent to your response being published on the site, simply tick the box to do so, then click “send your response”.
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Moderation 
Once you have submitted your response you will see a green tick. This means that we have received your response and is waiting to be moderated by the Care Opinion moderation team. Once the moderation team approve your response it will be published, and we will email you to let you know. We will also automatically email the author of the story to let them know that their story has a response.
If you require any further help or advice, please contact Care Opinion by phone or email.

Guidance for writing a response: What to include
[image: ]New research based on Care Opinion stories and responses has identified the five most important features to include in a helpful Care Opinion response. See the five features detailed in the table below. If you'd like more help or advice with responding to stories on Care Opinion, why not join our next "How To" webinar session, where we'll discuss different examples of responses and best practice. The session is part of our ongoing webinar programme, simply click the link to view the upcoming dates and register to join.
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igning your response

How would you like to sign your response?

Cally Bowman, Support and Social Media Officer, Care Opinion ¥

You're signing off as:

Cally Bowman, Support and Social Media Officer, Care
Opinion

We will also show your profile picture s part of your
response.

Want to change your profile picture?

Your consent

@l | consent to my response being published on Care Opinion and shared online to
help learning and change

» Send your response
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@ Thank you Cally

Thank you for your response. We will let you know as soon asit is
published.
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About you

Speed

Content

Signposting

*Your name, role and responsibilities
*Your picture
«Why you in particular are responding

*Within 7 days at most
«1f slower, apologise and explain why

« Personal and specific
« Thank author for feedback

« Apology and offer of help as needed
«Offer of follow up if wanted

«Other relevant services, with contact details, times and
anamed person
+Offer more than one way to contact a service

« Polite and personal
«Would you be satisfied receiving this response?
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Do you have a similar story to tell? b e A et s Activity

3 staff members have read this story

Who has Care Opinion told about this story?

A Your reiy:

Show me some guidance on responding and some responses people found helpful Have you experienced something like tigerwm34
did, here or elsewhere?

Thi i
is responseis from |\ .

If S0, show your support below.

B I % @ 9 C » I've experienced this

Or maybe your experience was different?

» Download story and responses
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% Email G Embed

Are you planning a change in response? (More about changes)

(WIERUIRII  We're planning a change | We've made a change

igning your response

How would you like to sign your response?
Cally Bowman, Support and Social Media Officer, Nottinghamshire Healthcare NHS Foundation Trust ¥
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