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Patient Policy
‘DID NOT ATTEND APPOINTMENT’

Rationale
On average – EVERY MONTH - 200 appointments with doctors and nurses are not attended. 
These results in – 

· An increase in waiting time for other patients

· A waste of Practice resources 

· Frustration for staff & other patients

Some patients repeatedly do not attend their appointments. 

This policy is aimed at - 

· Raising patient awareness of the seriousness of missing booked appointments

· Of minimising wastage of Practice time & resources

· Increasing access to healthcare professionals for other patients 

Practice Policy

1. If a patient fails to attend a pre-booked appointment on one occasion, an informal warning letter will be sent to the patent. This letter will be printed by the Duty Receptionist and posted to the patient.

2. If the patient fails to attend another appointment within a 12 month period, a formal warning letter will be sent reminding them that should they miss another appointment they risk being removed from the practice list.

3. If the patient fails to attend 3 appointments within a 12 months period, this patient’s details will be

brought to Dr Syed Abbas Zaidi’s attention by Ravinder Khan Practice Manager. Dr Syed Abbas Zaidi will make a decision as to whether the patient is removed from the list.

Warning letters are only valid for a period of 12 months, removal based on warning greater than 12 months old will be invalid. In such a scenario only the DNA appointments within a 12 month period may be reviewed to determine which stage of the policy should be applied.

Read Codes for DNAs

DNAs will be recorded by the clinicians at the end of their morning or afternoon sessions.

There are no read codes for 1st, 2nd. 3rd DNAs; therefore when recording DNA, please use the following read code:

#9N42 …….. DNA-no reason.  Then in free text please specify if it’s 1st, 2nd or 3rd DNA.

Identifying DNAs and sending out letters

Practice Manager will run weekly searches on the read code # 9N42 or go through the appointment

lists.  Duty Receptionists will send out the first and second warning letters and inform Practice Manager if a third letter is needed.

Removing Patients from the Practice List

This decision can only be made in consultation with Dr Syed Abbas Zaidi. Removal of a patient from the registered list for repeatedly failing to attend appointments will be in accordance with The NHS General Medical Service Regulations 2015 (Sch3)(24)(8)(b). This regulation requires that the patient has been warned that they are at risk of removal and that the reasons for removal have been explained to the patient. The practice must keep a written record of the removal of any patient from its list including the reason for removal, the circumstances of the removal and the grounds for removal. If the decision is made to removal the patient from the registered list Dr Syed Abbas Zaidi should write to the patient explaining them of the practice decision and advising them to register with an alternative practice.

Once a decision has been made, Practice Manager will need to inform NHS England and request the deduction of the patient from the registered list. The patient will be deducted on the eighth day after NHS England has been notified.
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