APPOINTMENT CHECK LIST
1. Try to ascertain what appointment is for i.e. review or results.  

· If appointment is for results check that the results are back and if necessary leave them out for doctor (if not on screen).

· If appointment is for review check on drop down screen, MR or PR how many acute problems the doctor is to review and book time accordingly. (e.g. if patient has multiple problem such as diabetes and hypertension this will need a double appointment slot to review both problems).  Also before making the appointment consult the check list found beside each computer to see if a blood test and urine sample is needed before the review.

If we allocate the appropriate number of slots this should cut down on surgery overrunning.

· Asthma reviews remind patients to bring inhalers with them.

2. Morning staff check the afternoon appointments and get out any paperwork needed. Afternoon staff check the following morning’s appointments and do the same.

This should avoid doctors hunting for paperwork and overrunning

3. Put visits in doctors book, in little diary and on screen. Print out summary.

4. Check the doctor’s message book at the start of each session (from previous day and morning) and diary.  This may answer some patient’s queries relating to whether an appointment is necessary etc.  If the message has been answered ring the patient and tell them answer.

5. Urgent appointments:-

· Please try to get as much information out of people as possible before anyone is put in as an extra. 
· DO NOT BOOK the 6pm slot unless told by doctor that this is ok.  
· If extras must be booked into afternoon surgery it should be at 3:50pm then work back  (Always tell the doctor if they are starting earlier)
· Try to question the patient as much as possible to find out how long they have had the problem, what the symptoms are etc.  If someone says he has had a painful knee for three days this would not constitute urgent etc. 
· If unsure whether a problem is urgent refer back to doctor.  Phone them on mobile or write a message in the book and tell patient we will speak to the doctor get some advice and call them back.  If doctor agrees they should be seen we can slot them in etc.
Urgent appointments:-

Children, Ears, Eyes, UTI (tell them to bring sample), Chest pain etc

Use your best judgement and check if unsure.

Try to get as much information as possible.

If a patient rings up and mentions they have chest pain ask if they have any other symptoms such as sweating, pain radiating down the arm, feeling sick, back pain etc this could indicate a heart attack.

If a parent rings and says their child has a rash check if they have done the glass test, whether child has a temp, whether they are all floppy or stiff, unusual cry, off food, neck pain etc this could indicate meningitis.
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