ED RECEPTION - CLINIC APPOINTMENT PROTOCOLS 
 
EYE CLINIC 
E-mail referral to Eye Clinic using Eye Clinic template. Email address listed in the template. 

UROLOGY CLINIC
Email referral to Urology Secs using template. Email addresses listed in the template. 

MSK – SPINAL
Email referral to MSK Admin team using template. Email address listed in the template. 

MSK LOWER LIMB & MSK SHOULDER/ELBOW (UPPER LIMB) – 
ALWAYS book the next available slot, regardless of what timescale ED clinician requests
1) In Schapptbook, click Books, double click Bookshelf, select CHFT A&E, click OK, double click yellow A&E book
2) Navigate calendar to find next available slot on either the AE Acute Lower or the AE Acute Upper
3) Right click on appt slot, select Add New Appt, click blue square next to Appointment Type
4) Select T and O MSK Lower Limb Virtual New or T and O MSK Upper Limb Virtual New, whichever appropriate
5) Select Ortho CRH as location. You must not use any other location. Click OK. 
6) Click blue square next to Patient Name to open the search window, click Reset and enter MRN to search
7) Highlight patient name, click Add Encounter. Select Yes to Waiting List encounter
8) Select Outpatient Referral List from Conversation drop down menu
9) Right click anywhere on list of episodes, click Add Episode, click OK to 18 week wait pathway
10) Double click episode created (top of list with today’s date on), complete missing fields in referral window
Source of Referral – A&E Department
Referral received date – T (to bring up today’s date)
Pathway ID Issuer – Type Cald, click magnifying glass, select Calderdale & Huddersfield NHS Fdn Trust, click OK
RTT Status – 98
Treatment Function – Trauma & Orthopaedics
Sub Treatment Function – MSK Lower Limb or MSK Shoulder (whichever appropriate)
Priority Type – Urgent
11) Click OK then OK again. 
12) If you get a ‘Resource Not Valid’ error click Override selecting Admin Error as the reason. 
13) Click Move, click Confirm, select No for Send Letter to Print Services and click OK. 


ENT CLINIC
1. In Schapptbook, click Books, dbl click Bookshelf, select CHFT ENT, click OK, dbl click red ENT Emergency book
1) Navigate calendar to find the next available CRH Emergency New or ACR Emergency New red slot. 
Please do not use the red 2WW slots 
2) Check whether the appt slot is a CRH or an ACR slot, you’ll need this when you come to select the location. 
3) Right click appt slot, select Add New Appointment. Select ENT New as the Appointment Type. 
4) For CRH slots select ENT CRH as the location and for ACR slots select Acre Mills as the location
5) Click blue square next to Patient Name to open the search window, click Reset and enter MRN to search
6) Highlight patient name, click Add Encounter. Select Yes to Waiting List encounter
7) Select Outpatient Referral List from Conversation drop down menu
8) Right click anywhere on list of episodes, click Add Episode, click OK to 18 week wait pathway
9) Double click episode created (top of list with today’s date on), complete missing fields in referral window
Source of Referral – A&E Department
Referral received date – T (to bring up today’s date)
Pathway ID Issuer – Type Cald, click magnifying glass, select Calderdale & Huddersfield NHS Fdn Trust, click OK
RTT Status – 98
Treatment Function – ENT
Priority Type – Urgent
10) Click OK then OK again. Click Confirm, select No for Send Letter to Print Services, click OK
11) Double click on the appointment you have just made then click on Post Document tab. 
12) Double click on top document in the list to open the appointment confirmation letter. Print and give to patient.  
13) If patient is not there to give letter to, send it out in the post but also telephone the patient with the appointment details. The letter may not always get to the patient in time. 


FRACTURE CLINIC
We need to know if it is for VFC (Virtual Fracture Clinic) or FTF (Face to Face), if not stated clarify with the clinician

VFC APPOINTMENTS
VFC must always be booked for the next available slot (regardless of what timescale clinician requests) and it must be within 3 calendar days of the A&E attendance (with the day of A&E attendance being Day 0)

If no VFC available within 3 days, do not book VFC appt. Send an email referral to Appointment Centre using the ‘Fracture Clinic No VFC Available’ template. Email address listed in the template. 

Booking a VFC appointment
1) In Schapptbook, click on Books, double click Bookshelf, select CHFT T and O, click OK
2) Double click white T&O Virtual Fracture clinic book
3) Navigate the calendar to find the next available clinic slot 
(NB – do not book into slots for the same day, you must book into the next available slot from the following day onwards). 
4) Right click on the appointment slot, select Add New Appointment
5) Select T and O Virtual Trauma New as Appt Type and HRI Main Out as Location, click OK. 
6) Click blue square next to Patient Name to open the search window, click Reset and enter MRN to search
7) Highlight patient name, click Add Encounter. Select Yes to Waiting List encounter
8) Select Outpatient Referral List from Conversation drop down menu
9) Right click anywhere on list of episodes, click Add Episode, click OK to 18 week wait pathway
10) Double click episode created (top of list with today’s date on), complete missing fields in referral window
Source of Referral – A&E Department
Referral received date – T (to bring up today’s date)
Pathway ID Issuer – Type Cald, click magnifying glass, select Calderdale & Huddersfield NHS Fdn Trust, click OK
RTT Status – 98
Treatment Function – Trauma & Orthopaedics
Priority Type – Urgent
11) Click OK then OK again. Click Move, click Confirm, select No for Send Letter to Print Services, click OK


FACE TO FACE (FTF) FRACTURE CLINIC
Email referral to the Appointment Centre using the Fracture Clinic template. Email address is listed in the template. 


FRACTURE CLINIC REFERRALS FROM OUT OF AREA A&Es
Patients who have attended a different A&E but need a Fracture Clinic appointment with us don’t need to book into our A&E. Only book them into A&E if they need treatment from us. If they simply need a Fracture clinic appointment follow the below…

Take their details, locate them on EPR and get their MRN. If they have not attended our Trust before and do not have an MRN then please use the Add Person Without Encounter function to create one for them. 

Email the Appointment Centre and Jane Cash using the ‘Fracture Clinic Other A&E’ template in the group email. Appointment Centre will make the appointment and contact the patient.  

X-RAY RECALLS
These are where a patient has been discharged but, after reviewing the XR, our Consultant wants to be see them again. 

Telephone the patient to ask them to return to ED at their earliest convenience. Explain that it is not urgent and nothing for them to worry about but our Consultant has reviewed their XR and would like to see them in ED again. If the patient has clinical questions they want answering on the call, put them through to one of our Consultants/Doctors. 
