Partial Booking System 

Updated 29/4/2004
The partial booking system allows the user to send letters to newly referred patient’s inviting them to phone in for an appointment.  Patient’s who do not respond to their letter within X number of weeks can then be automatically discharged from the service.
Setting Up.

To set up the partial booking system you need to go into the Department preference screen on the miscellaneous menu.
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There are two fields which relate to partial booking.

Partial Booking Default
When patient’s are referred to the service there is a field on the patient record card which lets you tell the system whether this patient is to be included in the partial booking system.  This field on the preference screen lets you tell the system what the default should be.  If the majority of your patient’s are to be partially booked then set this field to YES, otherwise set it to NO.

Default Discharge Outcome for Partial Booking.

Patient’s who do not respond to their letter will automatically be discharged.  The system needs to know which outcome code to use.  This is not validated here so take care to enter the code correctly.  You also need to ensure that the Outcome record (On the Treatment setup menu) has Set Patient as Inactive Y/N set to YES.
Registering Patient’s With The Partial Booking System
Page two of the patient record card has a section underneath the comments showing Partial booking information.

[image: image2.png]Recoraio] 00200

NHS Number | Date of Birth | 17 OCT 1916 Sex |F

it [irs SR oo Firstrames [caven ||
Source of Referral [O11 [DSTRCT NURSE ] Podiatry Patient Comments
Mame[
Usual Podistrist [
Occupation [TE TEACHER
Ethnic Origin | WHEU [WHITE EUROPEAN
Language [
patient Category 1 [L LowRSK
Erme
3[ [ 1
af Use Partial Booking for Patient ? | (€5
e Partial Booking Letter Printed ? [10
Emil Address | Date rinted
Previous Address | | (beie) patentbischarge date |
(To prevent patients being discharged remove.
Patient Discharge Date. To reprint a letter change
" Printed to O)
[ Post Code. [ —

Podiatry Patient Record Card





When registering a patient set the Use Partial Booking for Patient? to YES if you want the patient to receive a letter inviting them to phone for an appointment.  This field will default to whatever value has been set up on the preference screen and will therefore not need to be changed for most patients.

The other three fields below are updated when the letter has been printed and is described later in this document.
Printing Partial Booking Letters
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This programme is on the Maintain Appointments Menu.
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Begin by selecting the referral dates you want to include.  Typically these would be all patients referred in the last week (or since the last time this programme was run).

The Location Type is optional but allows you to select patients who have been allocated to a particular type of clinic such as Doms or Outpatient clinics.  You would normally only select a location type if you had different letters for each type of location.  Most users would leave this blank.
The default is to discharge patients after 4 weeks if they do not respond to their letter.  However, this can be amended if necessary.  To the right of this field the software calculates the discharge date.  If you want to display this date in the patient’s letter the field name is MDISCHARGEDATE.

The final part is to select the letter to be printed.  If you are using the Standard Letters enter the reference code.  If you are using Microsoft word leave this field blank and use the browse button below to locate your word document.
 Click OK when you are ready to print.
Who will be included?
The software only searches for patient’s which have the Use Partial Booking for Patients? field on page 2 of the patient record card set to YES.  

It will exclude any patient who has already had a partial booking letter printed.  

It will also exclude any patient who had been given an appointment as soon as they were registered.  Even if this appointment was subsequently cancelled they will still be excluded.  

After the letters are printed

When the programme is finished printing the letters it will ask you if they have printed out ok.  If they have not, enter NO and these patient’s will not be updated and will therefore be included the next time you run this programme.  You will then be given the option to print out a list of these patients.

Page 2 of the Patient record card will be updated with the following information…
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Partial Booking Letter Printed ?  will be set to YES.

Date printed will display the date the letter was sent.  There will also be a copy of the letter in the patient’s letter history.  

Patient Discharge Date will show the date the patient will be discharged if they do not phone in for an appointment.

If you need to send this patient another partial booking letter you can edit the Partial Booking Letter Printed ? to NO and this patient will then be included the next time you print out letters.  They will also be allocated a new discharge date.

If a patient does contact the service but you are unable to give them an appointment you will need to blank out the Patient Discharge Date to prevent the patient being discharged automatically.  You may decide to set up a patient category for these patients so that reports can be run using report generator showing which patients are awaiting an appointment.
Discharging Patient’s
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This programme is on the Maintain Appointments Menu.
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This programme searches through the patient records and Discharges patients who’s Patient Discharge Date is earlier or equal to today’s date.  However it excludes patient’s who have contacted you and have had an appointment booked or, have had their Patient Discharge Date blanked out by the user because there were no appointments available.

The system discharges the patients using the Outcome code set in the preference record described at the beginning of this document.

Patient’s that are discharged have their Last Outcome updated, as well being set to Inactive.  In addition to this the Use Partial Booking for Patient field is set back to NO.  If the Referral button is being used to record individual episodes of care the referral record is also updated with the outcome code and the episode is closed.

After the routine has finished running there is an option to print out a list of all the patient’s that were discharged.
Finally you are given the option to print out letters to the patient and/or their refer explaining why the patient was discharged.  If you do not want to print out letters select NO.  Otherwise select YES and choose which letter you want to print.  After the letters have been printed you will be prompted again to print another letter.  This is in case you are going to send out letters to both the patient and their refer. Select NO when you have finished.
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