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Process for completing Full Findings and Reasons 
in MHTS cases 

 
 
1. To meet obligations under the Data Protection legislation, and to reduce the 
administrative burden on casework teams, no FFR should be circulated between panel 
members by email and no draft FFR should be sent to a caseworker for circulation to 
other panel members. 
 
2. The Judicial Members’ Area of the MHTS website has secure facilities for uploading 
documents.  That is the only means by which a draft or final FFR should be shared 
among panel members.  A copy of the Operating Procedure for uploading documents 
to the Members’ website is appended to this guidance. 
 
3. There are two methods by which an FFR may be completed: 
 
(1) The panel may complete the FFR at the venue on conclusion of the hearing, 
together with the relevant Order.  The Clerk will scan the FFR and Order onto the Case 
Management System (CMS) then assign the case to the Casework Team on CMS for 
a final check before processing the decision and closing the case on CMS. 
 
(2) Where the convener and panel members do not complete the FFR at the 
conclusion of the hearing, it may be completed at a later date.  The draft FFR should 
be uploaded to the secure members’ area of the MHTS website for the medical and 
general members to review.  The convener may wish to use email to notify the other 
panel members that a draft is available.  Once the panel have agreed the contents, 
the convener should upload the final signed FFR to the secure area of the website in 
the same way as the draft. 
 
4. After an in person hearing, the clerk will scan only the Order onto CMS then assign 
the case to the Casework Team.  For a remote hearing, the clerk will share the draft 
order with members via the website, to allow them to confirm that it is correct.  The 
FFR should be completed and received by the administration within ten days from the 
date of the hearing.  The signed FFR can be received via the website or by SECURE 
email only.  Again, the Casework Team will carry out a final check to ensure that details 
are correct before processing the final decision and closing the case on CMS. 
 
5. Members should be aware that caseworkers are not responsible for circulating draft 
FFRs between panel members or for addressing any errors in the FFR. 

 
Laura J Dunlop QC 
President                  28 October 2019



 

 

  



 

 

 

APPENDIX 
 

 

 

Insert your ‘Username’ and the ‘Password’ you have created. 

 
 

 

 
Click on ‘Admin Send Documents’ 

 
  



 

 

 

Insert panel member’s surname and click the ‘Search’ button. 
A list with all Panel Members with that surname will appear 

 
 

Select the correct member using the Check Box next to their name. 
Then Click on the ‘Add’ button . 

 



 

 

 
 

The added member will be shown as above. 
 

 

 
Repeat the process to add other panel members. 

 
 
 



 

 

 
 
 
 
 
 

 

 

Once all members have been added, they will be shown as above. 

Click on ‘Proceed to Document sending’. 

  



 

 

 
‘Hearing Date’ – **N.B. When uploading to the website the hearing date has to be in the future 
or the document will not show.  Choose a date 2 weeks after the hearing date. 

‘Description’ – Insert details as requested – Patient Name, time, location etc.   Also add here 
any message you wish to convey to the member/s – for example how to respond and any 
timescale you wish to set. 

‘Case Reference’ – Insert the case reference. 

Click ‘Browse’ to access your draft FFR and upload the document. 

Once your document has been selected click the ‘Send’ button. 

 
 

 
 

Once the documents have been sent, a confirmation will appear.  
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