
 PROCESS IN THE EVENT OF PROCESS IN THE EVENT OF PROCESS IN THE EVENT OF PROCESS IN THE EVENT OF FAILURE TO ATTEND DAY CASE APPOINTMENT FAILURE TO ATTEND DAY CASE APPOINTMENT FAILURE TO ATTEND DAY CASE APPOINTMENT FAILURE TO ATTEND DAY CASE APPOINTMENT     

 
 
 
                                                                               Process written in line with BSUH guidelines Sept 2013 SAMcClure 

  Low Risk for Medical/Low Risk for Medical/Low Risk for Medical/Low Risk for Medical/                                                    High Risk for Medical/High Risk for Medical/High Risk for Medical/High Risk for Medical/    
        Social IssuesSocial IssuesSocial IssuesSocial Issues                                                        Social IssuesSocial IssuesSocial IssuesSocial Issues                    

    
    
            

 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

  
  
 
 
 
 
 
 
 

 

FIRST 
APPOINTMENT 

Check referral + notes to Check referral + notes to Check referral + notes to Check referral + notes to 
ensure no clinical risk.ensure no clinical risk.ensure no clinical risk.ensure no clinical risk.    

    
Attempt to make telephone 
contact with px [same day]. 
Record in comment box time of 
telephone contact. 
 
Send reappointment letter, give 3 
weeks notice of next date. 
Cc: referrer [Consultant/GP] + HVCc: referrer [Consultant/GP] + HVCc: referrer [Consultant/GP] + HVCc: referrer [Consultant/GP] + HV    
 
Record on appointment booking log 
new TCI date + date letter sent 
 

Check referral + notesCheck referral + notesCheck referral + notesCheck referral + notes    to to to to ascertain ascertain ascertain ascertain     
clinical risk.clinical risk.clinical risk.clinical risk.    

    
ContactContactContactContact    px by phone/text px by phone/text px by phone/text px by phone/text [same day] Check if Check if Check if Check if 
moved. moved. moved. moved. + book next appointment. Record in 
comment box time of telephone contact. 
 
Send reappointment letter, give 3 weeks 
notice of next date.    Send copy of letter to: Send copy of letter to: Send copy of letter to: Send copy of letter to:     
referrer [Coreferrer [Coreferrer [Coreferrer [Consultant/GP] + HVnsultant/GP] + HVnsultant/GP] + HVnsultant/GP] + HV    ++++ SW SW SW SW if child 
has one. 
 
Record on appointment booking log new TCI date 
+ date letter sent 
 

SECOND 
APPOINTMENT 

Check records Check records Check records Check records + + + + referralreferralreferralreferral    
 
ContactContactContactContact    px by phone/text px by phone/text px by phone/text px by phone/text     [same 
day] Check Check Check Check if movedif movedif movedif moved    + book next 
appointment. Record in comment 
box time of telephone contact. 
 
Send reappointment letter, give 3 
weeks notice of next date. 
    [Consultant/GP] + HV[Consultant/GP] + HV[Consultant/GP] + HV[Consultant/GP] + HV    ++++    SW SW SW SW if 
child has one. 
 
Record on appointment booking log 
new TCI date + date letter sent 

 

Check referral + notes to Check referral + notes to Check referral + notes to Check referral + notes to ascertain ascertain ascertain ascertain     
clinical risk.clinical risk.clinical risk.clinical risk.    

    
Contact px by phone/text [same day] Check if 
moved.    + book next appointment. Record in 
comment box time of telephone contact. 
DISCUSS with SOCIAL WORKERDISCUSS with SOCIAL WORKERDISCUSS with SOCIAL WORKERDISCUSS with SOCIAL WORKER    [nurse/medic] 

Send reappointment letter, give 3 weeks notice 
of next date.        
Send copy of letter to: Send copy of letter to: Send copy of letter to: Send copy of letter to:     refrefrefreferrererrererrererrer    [Consultant/GP] [Consultant/GP] [Consultant/GP] [Consultant/GP] 
HVHVHVHV    + SW + SW + SW + SW if child has one. 
 
Record on appointment booking log new TCI date + 
date letter sent 

 

THIRD 
APPOINTMENT 

 

Check recordsCheck recordsCheck recordsCheck records    
Contact px by phone/textContact px by phone/textContact px by phone/textContact px by phone/text    
Send letter to reappointSend letter to reappointSend letter to reappointSend letter to reappoint    with 3 weeks with 3 weeks with 3 weeks with 3 weeks 
notice notice notice notice Cc: referrer [Consultant/GP] + 
HV 
Inform any specialists involvedInform any specialists involvedInform any specialists involvedInform any specialists involved    
Medics to discuss Medics to discuss Medics to discuss Medics to discuss with hospital SW with hospital SW with hospital SW with hospital SW 
department department department department     
Record all information on booking logRecord all information on booking logRecord all information on booking logRecord all information on booking log 

Check recordsCheck recordsCheck recordsCheck records    
Contact px by phone/textContact px by phone/textContact px by phone/textContact px by phone/text    
Send letter to reappointSend letter to reappointSend letter to reappointSend letter to reappoint    with 3 weeks with 3 weeks with 3 weeks with 3 weeks 
notice notice notice notice Cc: referrer [Consultant/GP] + HV 
Inform any specialiInform any specialiInform any specialiInform any specialists involvedsts involvedsts involvedsts involved    
Medics to discuss Medics to discuss Medics to discuss Medics to discuss with SW team + follow up with SW team + follow up with SW team + follow up with SW team + follow up 
in in in in writingwritingwritingwriting        
Record all information on booking logRecord all information on booking logRecord all information on booking logRecord all information on booking log 
 

* Less than 3 

weeks notice for 
appointments can 
be given when 
identified as 
necessary or when 
made in 
conjunction with 
the family [px]. 

* Notes: 
Should be placed 
on the relevant 
shelf in the 
workroom + the 
ward clerk 
informed of the 
new admission 
date. 
 

If 3If 3If 3If 3rdrdrdrd    appointment is DNA’appointment is DNA’appointment is DNA’appointment is DNA’d, d, d, d, A letter should be sent to the px + copied to the A letter should be sent to the px + copied to the A letter should be sent to the px + copied to the A letter should be sent to the px + copied to the Consultant, GP, HV, SWConsultant, GP, HV, SWConsultant, GP, HV, SWConsultant, GP, HV, SW, and relevant , and relevant , and relevant , and relevant 
others stating that no others stating that no others stating that no others stating that no further dfurther dfurther dfurther dates ates ates ates willwillwillwill    be offered without a new referral. be offered without a new referral. be offered without a new referral. be offered without a new referral. Where there is a high medical/social risk Where there is a high medical/social risk Where there is a high medical/social risk Where there is a high medical/social risk 
[such as on child protection plan] the doctor MUST send a letter to GP highlighting concerns, this should be copied to [such as on child protection plan] the doctor MUST send a letter to GP highlighting concerns, this should be copied to [such as on child protection plan] the doctor MUST send a letter to GP highlighting concerns, this should be copied to [such as on child protection plan] the doctor MUST send a letter to GP highlighting concerns, this should be copied to 
HV, parents, and any social worker already involveHV, parents, and any social worker already involveHV, parents, and any social worker already involveHV, parents, and any social worker already involved.d.d.d.    
    


