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A Guide for Staff in General Practice

INTTRODUCTION

What are Recalls and Reminders and what are they used for

The terms ‘recall’ and ‘reminder’ are terms sometimes used interchangeably. ‘Recall’ may be used
more in relation to following up abnormal test results whereas ‘reminder’ is used in relation to
regular visits for preventive care.

A recall system is different to a reminder system in that reminders are used as preventative activities
and do not necessarily have to be followed up if the patient does not attend the practice. If a recall
system is being used to recall patients back to the surgery for abnormal results then the patient must
be followed through until they attend an appointment with the doctor.

It is recommended that only patients who normally attend the practice should receive reminder
notices.
Reminders and Recalls can be used for:

Recalls and reminders can be used to remind patients about screening, preventative care activities,
and ongoing management of conditions, including:

¢ |Immunisations e Cervical Screening

¢ Diabetes management e Colorectal screening

¢ Asthma management ¢ Bone density testing

¢ CVD management (e.g. BP, lipids, weight) ¢ Blood pressure checks

¢ Enhanced Primary Care items e Skin Checks

e 3 Step Mental Health process ¢ Home Medicines Review

How many recalls should be sent?

Firstly, send a reminder/recall letter to the patient (a phone call is an alternative) that a regular visit
is due e.g. for a diabetes review or pap test. If no response is received within the given time e.g. one
month, attempt to contact the patient by phone'2. It is further suggested that three attempts be
made to phone the patient at different times of the day'.

If attempts to contact the patient have been unsuccessful and there are abnormal test results a
registered post letter should be sent to the last known address':2,

It is important to document all attempts to recall a patient.

Patient Consent

Patients do not have to give explicit consent to their health information being used in a GP surgery
for the purposes of recall and reminders so long as that information is only used by the practice for
that purpose.4

It is recommended, however, that patients are informed of the availability of the recall and reminder
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system and given the opportunity not to be involved if they do not wish. One way in which this can
be done is to display a sign in the waiting room and put information in the Practice Information Sheet
which advises patients of the use of a recall and reminder system within the practice and the
practice’s policy to enrol patients in the system unless they advise otherwise.

The doctor/practice should ensure that the patient is aware of and agrees to the method of
recall /reminder. That is, whether it is in order for a phone call to be made and a message left with
the person who answers the phone, or a recorded message, or whether the reminder should be by
way of letter only. Otherwise, an unlawful disclosure might inadvertently be made.

Do you need explicit consent from patients to allow practice staff to generate recall letters and
phone patients for recall? 2

No, implied consent is adequate. Explicit patient consent is not needed as GPs and practice staff are
bound by the same code of ethics and legislation.

In accordance with privacy legislation practices should ask staff to sign confidentiality agreements
and display the practice privacy policy for patients to read.

Some points to consider when planning for your recall and reminder system

e Decide on which clinical areas the practice will use recalls and reminders for.

e Define the responsibility of the doctors or Practice Nurse to enter /update/action recalls and
reminders in the patients notes and/or in the recall system.

¢ Whose responsibility will it be to regularly produce recall lists and send out recall and reminder
notices to patients (eg. practice staff/ practice nurse).

e How often will the recall list be generated (e.g. first/last day of the month).
e What type of recall and reminder notices will the practice use (e.g. letter and/or phone call).
¢  What is the procedure for checking that patients have responded to their recall notices.

¢  What is the procedure for following-up patients that have not responded a recall notice.

References

1. Central Sydney Division of General Practice — Practice Support Program (2003) Recall and Reminder Systems.

2. Danielle Penn, (2002) Register and Recall Systems , Centre for GP Integration Studies, UNSW, (source Dr Craig
Lilienthal, Bowral GP medico-legal advisor and columnist for Australian Doctor, and Dr Sara Bird, Medico legal
advisor to Medical Defence Australia)

3. J.Kelly & P. Schattner (2001) Setting Up Computerised Patient Reminder Systems, Monash Division of General
Practice.

4. Alliance of NSW Divisions (2001) Division’s Guide to the National Privacy Principles.

MANUAL RECALL & REMINDER SYSTEMS
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CARD FILE SYSTEM

A simple card file system with each month on it can be used for reminders. Write the patients’ name
on the card for the month when the recall is due along with the recall reason. Each month check the
card for the list of recalls & reminders due that month and send reminders out to these patients. You
can then mark each patient off as they attend the surgery for that recall or reminder.

Example: A patient comes in for the flu vaccination in April ask them if they would like a reminder for
next year, if so write their name on the card for April next year. Come April next year you will have a
list of patients to send reminders to.

BOOK REGISTER SYSTEM
A book may be kept for recalling patients for both abnormal results and preventative activities.

Each time the Doctor indicates a need for recalling the patient, details of the recall can be recorded
into a book, and should include:”

® Patient’s name, Date of Birth and chart number

Patient’s contact details including phone numbers

Reason for recall

Date of recall and how it was done eg. Letter / phone call
Follow up recall if necessary

Date patient attended the consultation for the recall

Any other system used if unable to contact patient eg. Registered mail

FLAGGING A PATIENTS’ FILE

You can flag a patient’s file with a coloured sticker or some form of coding to remind the doctor
when he/she opens the patient’s file that a reminder is due for on a certain date for a particular
condition.

Note: this method only allows for opportunistic reminders when the patient actually presents to the
surgery and is recommended to be used in conjunction with and compliment other reminder systems.

References

5. Australian General Practice Accreditation Limited (2003) AGPAL Registry of Resources: Reminder Systems,
http: //www.qgip.com.au/ror/files/173 1.6.4 Reminder systems.doc [24 February 2004].

7. Australian General Practice Accreditation Limited (2003) AGPAL Registry of Resources: Reminder Systems,
http: / /www.qip.com.au/ror /files /66 Recall systems.doc [24 February 2004].
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RECALL & REMINDER USING MEDICAL DIRECTOR

The recall and reminder system in Medical Director is designed to operate in the following manner:

+
+

The GP or Practice Staff defines the recall(s) for a patient;

During a consultation the GP is alerted in the patient’s file (by an animated telephone) if a
patient has a recall due within 30 days or overdue;

Practice staff regularly generate a patient recall list (e.g. beginning of each month);

Patients on the list are notified of due recalls by either printing the list and manually contacting

patients or by performing a mail merge from the generated list (this is recorded in patient notes
avtomatically);

All patients notified can automatically have their ‘regular recalls’ updated and ‘once only recalls’
removed from the system;

The Actions Database holds a record of all outstanding actions for the patients (this includes
recalls);

During a consultation the doctor is prompted with a list of outstanding actions for the patient.

Adding Patient Recalls

There are several ways to add recall items to a patient’s record. The most common and direct

approach is to add recalls via the patient recall window.
While in the patient record:
» Select Clinical

» Scroll down to Recall and click, as shown below. You can also use the shortcut: CTRL-R.

EMedical Director 2.76 - [Jennifer Andrews]

E dit

5 File

Summaries | Clinical Tools Resources “window  Help == =]
- = Auction List o B
= oo | &AZ Bl
# =R & i E i P o | o | = @ | S | = | B
[Jerrifer Andievs Care Plan 33 prs Occupation: }Airline
Compliance Check
R d ne: I
2 Kennedy Rd, Demo Towa Drelated Meodications BCOII [al=? 107 | Th 48m 21s |
Allergies: I? Allergies Diabetes Record Fension Mo
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W arnings: I Health Assessment Smoking H=: Mever Smoked
INF: Record
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Outstanding Requests Diescription | j
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Percentile Charts
Physical Activity Prescriptions
Preventive Health
Chl+R
Unchecked Results
‘whorkCowver Certificate
healthlinks. net portal F11
Pathology Request Shift+F4
Cytology Request
»-Bay Request
HE&RTLIME ® Monitoring Request
The Recall items window opens which displays all the currently stored recalls:
Recall items _Help |

All stored recalls

Reazon Date Due

211172003

IMMUMNISATION 3040742004
FaF SMESR 211042008
_"l_I
Add I Bemowve | Edit I Update I Current I LCloze |

-
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u have the option to:
Add to make an additional reason to recall the patient
Remove the reason for the patient recall
Edit to change the date due for a recall

Update the update button is used to add the original time interval to the current date and
update the recall due date

Current will display all recalls due in the next 30 days

To add a Recall to a Patient’s File:

>

Click on the Add button.

The Add Recall window opens, which displays a list of the standard recalls protocols.

>

>

[

Add Recall Help |

Docter: | DR. & PRACTITIONER =l
— Reaszan far recall Interval
|1  wieeks
Save Protocal ¢ Months
BLOOD PRESSURE REVIEW = " Years
BREAST EXAMIMNATION
CHOLESTEROL REVIEW

DIABETES REWVIEW

D%, REVIEWY Recal D ate: IDE."EIE.QEIM
FULL MEDICAL CHECK-UP

IMRALMIS A TICH [ Ornce only recal

IMFLUEMZA, vACCINATION =]

Save | LCancel |

Select the Reason for Recall by clicking on a recall protocol: this will automatically select the
standard interval of time for that recall.

You can also enter your own Reason for Recall by typing it into the text box, then setting the
desired time interval, then press Save Protocol. The new protocol is added to the list.

You can also modify an existing protocol in the same manner by selecting the protocol from the
list, changing the desired time interval and selecting ‘Save Protocol’. This will overwrite the
existing protocol though does not affect the recall interval of patients already saved with that
protocol.

You can delete a protocol by selecting the protocol from the list and pressing the delete key on
the keyboard.

Select/modify Interval period e.g. number of weeks, months or years if you want it to differ from
the default interval period shown.

The Recall Date is automatically calculated from the recall interval previously entered. This field
can also be manually changed to a particular date of your choice.

If it is a one-off recall mark Once only recall. This will mean that the recall cannot be ‘updated’
using the ‘update button’ and the recall will be deleted after printing the recall list or performing
a mail merge.

Once you have completed all the fields click Save.
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Managing Patient Recalls during Consultation

When a patient's record is opened, if there are recalls due within the next 30 days a visual alert in
the form of a animated telephone is displayed

| ¥ M edical Director 2.76 - [Heather Andrews]
f@file Edit Summaries Clinical Took Hesources indow  Help

#=R 5 D OPADCAIT I SR 20 & &8

IHeathel Andrews j |DDE:'| 2/05/1963 |4D yis Occupation:
|2 kennedy Rd, Dematown. 1234 |Ph: Record no: > | 7m 8z m
Allergies: |7 Allergies Penzion Mo:
Warnings;

Smoking Hx: 7 Smaker @ Heealldlz

@ Summary R, Cument Rz |’9 Erogressl 1 Past historyl a Hesgltsl I:ettersl iE [Od scriptsl f 1mm.| ﬁ roumentsl 9 Smears 4
ltll Drug name

| Strenath | Dose | Fieq | Iivstr. | . |Hpts.|$|Heg.24| Last script |Authorit_l,lNo.—‘

» Click the Recall button (to the right of the animation) and the following window is displayed.

Recall items

e ||
Recalls due in next 30 days
Reazon D ate Due il
BELOOD PRESSLURE REVIEW 12/02/2000

il

Update I Showy all I Cloze I

add | Remove | Edt |

This is virtually the same window as displayed when adding recalls except that it only lists recalls
that are due. From here you can Add (refer to previous topic), Remove and Update recalls.

Updating the Recall during the consultation

» Click the Update button for the appropriate recall item. If the recall is a 'regular recall' item (not
'once only'), the original Interval is added to the current date and the recall date updated.

Patient recall X

Thiz patient has been marked for recall again on 06/02/2004 for BLOOD PRESSLRE
REVIE™W.
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Recalling Patients and Generating Recall Lists

Patient recall lists can be used to identify and notify patients who are due or will be due for recall
within a specified period of time. Creating a list of patients who are due for recall takes place from
the main menu:

> Select Search

» Scroll down to Recalls and click, as shown below:

M Medical Director 2.76 =] x]
Patientz: Users Scrptzs  Files Tools | Search Quit Help

D atabazes

Asthma

Diabetes Register
Imrnunizations
FPap Smears

Chicken Pox ‘&t Risk!
Influenza ‘At Risk'
Preurnowvax ‘At Rigk'

MD MEDICAL DIRECTOR

The ‘recall list’ screen opens and the ‘Patient recall’ window appears:

> Select Interval - patients who are due for recall within the next number of weeks or months. By
selecting ‘All' you will get all recalls that have been set or by selecting ‘Other’ you can enter a
start and end date

Select Doctor
Select Reasons for recall — you select one, multiple or all reasons for recall
To select all reasons by tick the box marked ‘Select all reasons’

You can also include patients who have already been recalled by ticking the box ‘Include
already recalled’

» Once you have completed all the fields click OK.

Patient recall _Help ||

— Select Interval — Select Doctor

1 week
2 weeeks DR, A PRACTITIONER
DF. | FEELGOOD

2 months
3 months
& months=
1 wear
Al

ther

— Select Feasons

BLOOD TEST FOR HEF B =1 I~ Select all reasong
BREAST EXAhAINSTICN
CHECK ELEC I Include already recalled

CHOLESTEROL REVIEW
CLEAM TOE MNAILS =
DIAEETES REWIEW Ta ach;I ar remove items fn_:\m the
FIMLL e (e selection cllﬁ{gﬂzéhem with the
HEF B “ACCIMATION :

HEF BBEB SHOT
IMRALINIS 2, TICR =l oK

e

LCancel
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The patient recall list will then be displayed. This list also includes patients with overdue recalls.

The recall list includes the following information for each patient: Surname, First Name, reason, Recall
Date, Doctor, Address, DOB, Sex, Phone, Business Phone, Medicare No., Pension No. and Chart No.

mﬂedical Director 2.76 - [Recall list] ==
&% Fie window Help =l

@ Murmber of patients: |1D Select recall criteria |

W &dd recalls to action list

Surmame First name | Reazon | Recall date | Doctor Addiess =/

David Blood Pressure Review 06/02/2004 61 Wallace St, Melbourne 3000
John Full Medical Check-Up 1411271989 2 Kennedy Rd, Demo Town 4452
John Diabetes Review 24/0772000 2 Kennedy Rd, Demo Town 4452
John Wigight Review 03f02r2001 2 Kennedy Rd, Demo Town 4452
Jaohn Chaolesterol Review 24f0772001 2 Kennedy Rd, Demao Town 4452
Maureen Blood Pressure Review 20/08/1989 3 Best 8t, 5t Kilda 3107

Sally Immunisation 071121989 21 Best 81, Pill Land 3123
Joanne Immunisation 0Z/0172004 DR A PRACTITIONER 21 Orange 5t, Wollongong 2600
Wil Blood Test 28012/1999 The Eucalyplus Tree, Sherwaod
Wil Fap Smear 2210372000 The Eucalyplus Tree, Sherwood

Open | Save | Print | Labels |Mai|merge| LCloze |

From this list several tasks can be performed and are indicated by the buttons at the bottom of the
scree:

» Open: opens the patient record of a highlighted patient
Save: allows you to save the file as a database file for viewing/editing within another program
Print: prints the entire list of patients generated

>
>
> Labels: allows you to print address labels for the patients on the list

» Mail Merge: allows you to perform a mail merge using a recall letter template within Medical
Director (refer to next section)

®» You can also delete names from the list before printing. Highlight the particular patient you wish
to delete and press ‘delete’ on the keyboard. A box will appear asking you “Do you want to
remove this entry from the master recall list), as well as from the current list for printing2” By
selecting Yes you are able to remove the patient from the recall database permanently as well
as the current list on the screen. By clicking No you will just remove it from the current list but the
patient’s name will reappear next time you generate the recall list.
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When you Print, Save, Print labels or Mail merge the list, you are prompted with the following
window:

Update recalls | Help |

Would wou like to update these recalls?

Click on the 'Update’ button to update all the

digplayed recallz by adding their recall interval to their Update |
due date.

Click on the 'Remove’ button to remove all the

digplayed recallz from the databaze permanentiy. Remaove |

Click on the 'Cancel’ button to leave all the displayed

recalls in the databaze with their cunrent recall date.

If you click on Update this will update any ongoing recalls by the set interval and delete any “once
only” recalls. The recall reason will then have been added to the Actions database. (For this to

occur make sure there is a tick in the Add recalls to actions list box - normally is selected by
default).

When the patient returns to see you an Outstanding Actions prompt should appear when you open
their record, alerting you that there is a recall due.

A Medical Director 2.76 - [Kate

18] x|

_’@ File Edit Swummaries Clinical Tools Resowces  ‘Wwindow  Help =& x|
=R £ BO @ ARGCR YT | W (2o |- @ & &

IKate Erciwn =l |DDB:D1 A09722001 |2 W Ocoupatian: |

|1 4 Orange St, Fruitville. 2500 |F'h: 8h42E572 Record no: | Om 1= m

Allergies: [ Allergies Pension No:

“lamings: Outstanding actions | Fd

@ Summary P Cument Ry |’9 . Thiz patient has the following outstanding actions to be taken: I ﬂ roumentsl

ﬂi "I Diiug name

Action Date due I j eg.24| Laszt script |Auth0rit_l,l No.ﬂ
Fecal - ELOOD PR LRE REVIEW 20/02/2004 DR A

Mark az performed I Delete fram list |

Add to list | Cloze |

Because the recalls are being added to the action list, the patient recalls can be “Updated” to

prevent patients being sent multiple recall letters. Patients who have not responded to their recall
can then be quickly identified through the Outstanding Action List:

Important note 1: The Update or Remove buttons should only be used if the outstanding action

feature is fully enabled, as pressing update or remove will mean that recall will no longer appear as
due or overdue and can only be monitored via the outstanding actions function.

To check that the Actions database is turned on, go to the main page and select Tools/Options, then

select the Prompts tab from the box. In the list of prompts scroll down and check that the Action List
box is ticked.
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Performing a Mail Merge

By performing a mail merge you can produce a personalised recall letter to each of the patients in
your recall list.

To perform a mail merge the recall list:
» Click ‘Mail merge’

» The ‘Select Mail Merge Template’ window will appear. You can select a select a template for the
letter from either the 'User Defined’ or 'Supplied’ lists. A number of letters are already supplied
including a generic recall letter that inserts the reason for recall into the letter.

Select Mail Merge Template .}EHE

Uzer Defined  Supplied | Preview Template I

o Toetvs:
3T Mental Health Review = oo |
ST M5W - Cremation Certificate e
AT NS - 58 Authority Request Fename I i
Em MSW - School Immunization Ceet ] —_—_—) e -

AP WS - warkCover DElete |

&'EI Patient Congent Form
3@ Quithine Farm

N . FlE
a'm Recall Letter - Flu + Script il

I Eurrent Lser

Erﬂ Recall Letter - Preumo+scnpt
Em Fecall Letter - Preumowas

%EF call Letter - Standard
&'EI Fef Letter - Eve Routine

[T Ref Letter - inc Progress Mate
E e N WS R TR = TR Wl | AL B s ;I Cancel I

7 Recall Latter - Flu Std J | Aidsers ] e

* You can also create your own letter or modify any existing template to suit your own needs by
using ‘Letter Writer’ from the Main Menu " Tools " Letter Writer.

» Click the Open button and your mail merge is performed and the recall letters will be printed. A
copy of the letter is added to each patient's record and can be viewed using the Letters tab on
the patient's clinical window.

Checking for Outstanding Actions

Once you have sent your recall and reminder letters to patients it is important to follow-up any
people that have not responded to their recall by attending the practice for an appointment. This is
particularly important if you are recalling people who have had abnormal test results. You can check
all outstanding actions by:

» From the main menu select Files and then Outstanding Actions

[P Medical Director 2.76 M=
Patients  Uszers  Scripts lﬁ Toolz Search Quit Help
Mew Patient 3
Patients F10

Address Book
Pharmaceutical Companies

A7 DEX F&
Recipes
Product Information F12

Patient Education
Mutrition Leaflets
Advertisements

Irwestigation Results
Outztanding Requests

Outstanding Actiohs

Lewsms ____+\EDICAL DIRECTOR
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This will display a list of all actions not yet performed:

mﬂedical Director 2.76 - [Dutstanding actiong]

| File Window Help 18] x|
Dutstanding actions Filter by dactar: Filter by type:

™ Include past actions I.-’-‘«IID-:-:tors j I% vl

Fatient | Action I Due date I Dloctar

Sally Andrevs Recal - IMMUMISATION 05/02/2004

Joanne Smith Recal - IMMUNISATION 08/02/2004 CR. & PRACTITIOMER

Anna Andrews Recal - SkIN CHECK 2040242004 CR. & PRACTITIOMER

F.atherine Brown Recal - BLOOD PRESSURE REVIE'W 2040242004 [R. & PRACTITIOMER

George Donnelly Recal - FULL MEDICAL CHECK-UP 2040242004 [R. & PRACTITIOMER

Sally Merk Recal - MMUNISATION 2040242004 CR. & PRACTITIOMER

Bob white Recal - SKIN CHECK, 2040242004 [R. & PRACTITIOMER

J | 2l
Save | Print | Labels b ail merge Mark Lelete Cloze

You now have the option to:

Save: allows you to save the action list as a database file
Print: print the list of actions

Labels:  print address labels for the patients on the list

Mark: mark the action as performed, this removes the action from the patient’s outstanding
actions list

Mail Merge: perform a mail merge using a letter template (as previously described)

Delete: removes the highlighted action from the list

You can also:

Filter by Doctor: Allows you to filter the outstanding actions by Doctor.

Filter by Type:  Allows you to filter the outstanding actions by type

Note: To ensure the follow up of patients needing urgent review, the Outstanding Action List should

be checked more regularly for specific types of actions (eg. abnormal pap result/repeat pap smear
etc).

General
Practice
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Appendix 1:

Example of a Reminder Letter
PRACTICE LETTERHEAD
<DATE>

<Patient Full Name>
<Patient Address>

Dear <Patient First Name>,

This is a courtesy note to remind you that, according to our records, you are now due
for <recall/reminder reason>.

Please contact the surgery between <operating hours> to make an appointment.
Please bring this letter when you come for your appointment.

If you have already seen the doctor or visited another medical practice about this
issue, please let us know so that we can keep your medical records up-to-date.

If you have any difficulties attending the surgey, please let us know and we will do our
best to accommodate your needs.

Yours sincerely,

<The Medical Centre>
or
<Doctor>

.
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Appendix 2:

Ex

ample of Information that could be used for a Poster for Waiting Room

This Practice uses a

Recall and Reminder system

to provide preventive care
for our patients

The Recall and Reminder System assists in
ensuring that important health checks and
activities are not forgotten and are performed on
time.

We may issue you with a reminder letter or
possibly a phone call from time to time to remind
you when it's time to visit your doctor for a
check-up or as a follow-up to health risks that
have previously been found.

If you have any questions or concerns about this
system please discuss this with your doctor.

If you do not wish to be included in our recall and
reminder system please advise reception or your
doctor.

Tlawarra
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Appendix 3:

Example of an Information Sheet for Patients

RECALLS AND REMINDERS

This practice uses a “Recall and Reminder” system to provide preventive care for its
patients.

This will assist in ensuring that important health checks are not forgotten and are
performed on time. You will be reminded when it is time to visit your doctor for a
check-up or as a follow-up to health risks that have previously been found. The
reminder system will include checks to help in the prevention or early detection of
certain conditions such as diabetes, high blood pressure, high cholesterol and forms of
cancer - particularly cervical and prostate cancer, and immunisation follow-up.

In some cases, the reminders can also be sent from other places, e.g. the government
pap smear register (for the detection of cervical cancer).

We will use information from your health record to tell us the check-ups for which you
are due and when you should visit your doctor to discuss the tests that are needed.
We may issue you with a reminder notice from time to time via a letter or possibly a
phone call to remind you about these check-ups.

By allowing us to send you these reminders, you will help us to detect serious
conditions early and to monitor known conditions. This can significantly improve the
long-term outcome for you.

When you have had your test your doctor will tell you how you can get the results -
e.g. by phone, or by a visit to the doctor a few days after the test.

Even when you agree to be included in the Recall and Reminder system, you should
remember when you should be tested for certain conditions and should always contact
your doctor to get the results of a test that has been performed. We may not always
be able to reach you, especially if you have moved and the contact information on
your record has not been updated.

Please discuss with your doctor any concerns or questions you have to do with the
Recall and Reminder system. If you do not wish to be included in our recall and
reminder system please advise reception or your doctor.

Adapted from the RACGP’s “Recall Notice”

.
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Appendix 3:

Example of Information to include in Policy and Procedures Manual

Recall and Reminder Policy

This practice uses a recall and reminder system to provide systematic preventative
care for patients and to remind patients of ongoing health check-ups and tests. The
patient reminder system allows for notices to be issued by the practice to remind the
patient that preventative treatment is due.

The practice uses the following system for recall and reminder:
<add or remove as applicable to your practice>

* Card-based file system showing due dates for preventative activities

* Book register of patients who are due for recall

* Systematic flagging of patient files for opportunistic preventative activities

« Computerised reminder system

* Reminder systems offered by other agencies (subject to informed patient consent)
e.g. local pathology services or NSW Pap Test Register

The activities involved in the recall and reminder system include:
<add or remove as applicable to your practice>

* Immunisations

* Pap smears

* Blood pressure testing

* Cholesterol testing

* Annual medical tests

» Diabetes reviews

It is the responsibility of <name of position> to add patient details to the recall and
reminder system and to update and action recalls and reminders in the system.

It is the responsibility of <name of position> to generate the list of patients for recall
and reminder. Lists will be generated every <state frequency>.

The doctor checks these lists to see if it is still current and advises of any changes to
the list.

As a minimum, this practice will attempt to contact the patient via the following
methods:

<add or remove as applicable to your practice>

» 2 letters will be forwarded, marked private and confidential
» If the patient does not respond, then a reminder phone call will be made

All attempts to contact the patient will be documented in their medical record.

Once the patient has responded to the reminder by attending the practice (or advised
the practice of their need not to attend) the reminder flag will be removed from the
patients file and/or reminder system.

Please note: This is not a policy for following-up patients with abnormal test results.
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