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Purpose  

This procedure documents how Practitioner Services staff process a deregistration 
(geographical removal) from a GMS practice list following a request from a GP practice. 
 

 

Scope  

The procedure covers the scenario where the medical practice requests removal of a 
patient from their list (via fax / post / email). This request is made by a practice after a 
registered patient changes address and their new address is outside of the practice 
boundary. 
It also covers the scenario whereby a Partners Type 58 rejection transaction is received 
from the practice. 
 

 
 

Reference  

[Documentation that will be needed to assist/complete the process]  

 

Documentation Location 

  

  

 
 

Documentation 

 

Documentation Location 

None N/A 
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Process workflow 

User looks up 

patient and 

confirms they are 

registered at the 

practice

On the patient s 

record go to the 

Manage menu and 

select Deregister 

from a Practice

Task for 

deregistration is 

created in Task 

Manager

Pause 

for 31 

days

end

no

Patient 

registered 

elsewhere?

yes
Disregard the 

removal request

At end of 31 day period, 

CHI automatically 

deregisters the patient from 

the practice and removes 

the task from task manager

Automatically 

populates the date 

of removal to 31 

days in advance 

Where it s a family, a 

separate removal would be 

done for each individual.

CHI generates 

and send removal 

email to practice

CHI generates 30 

day Removal Letter 

for patient (PDF 

format)

+

Pending 

Deregistration 

label is shown

For Reason for 

Removal select 

 Geographic removal at 

GP request 

On the patient s record 

add address to 

correspond with the 

new address supplied

end
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Process detail  

1. De-registration from GMS practice list – geographical removal of patient 

 

1.1. A request is received from a practice asking for a patient to be removed from their 
list as they no longer reside within the practice area. 

1.2. User searches for patient record on CHI to confirm they are registered at the 
practice by selecting the Patients tile and using Identifiers or Patient 
Demographics to search for the patient (where the patient is registered elsewhere, 
inform the practice and disregard the removal request) 

 

 

1.3. User to check that there is a correspondence email address for the practice on 
CHI by selecting the General Practice tab on the patient record, selecting the 
Current Practice and checking there is a correspondence address 
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1.4. Where the new address is known for the patient this can be updated on the 
‘Demographics’ tab of the patient record. User clicks  ‘Add Address’ and completes 
the ‘Address and ‘postcode fields, click on ‘search address’ to validate the address 
using addressbase, then select ok. 

1.5. Where the patient is registered with the practice, click on ‘Manage’ and select the 
function ‘Deregister from a Practice’ (where it is a family, a separate removal is 
done for each removal) 

1.6. Select a value for Reason for Removal as ‘Geographical removal at GP request’ 
and Date of Removal will automatically be proposed for 31 days later, then select 
OK. 

1.7. The system will automatically display a ‘Pending Deregistration’ label at the top of 
the screen. 
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1.8. The system will automatically generate and send an email '30-day removal email 

to practice' to the medical practice  
1.9. The system will automatically generate and issue a '30-day removal letter’ to 

patient 
1.10. The system will generate a deregistration task in Task Manager. (To view, go to 

home, select the Task Manager tile or by selecting the ‘More’ tab and then the 
function ‘Task Manager’; select task type 'Deregister patient from practice'/ put 
CHI number in Identifiers, select filter, select patient from list using CHI number as 
identifier) 

 
 
 
1.11. The system will automatically deregister the patient record and send the deduction 

to the GP Practice after the timed deregistration period is complete if the patient 
has NOT registered with another medical practice or has been deregistered for 
any other reason in the interim period e.g. a death notification applied to their 
record.  

1.12. The system will automatically update the following fields on the demographic tab: 
'Reason for Deregistration' recorded as Geographical removal at GP request and 
‘Date of Deregistration’ is applied to the Patient record. 
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2. Cancellation of a request 

2.1. If a request is received from a practice via fax/post/email to cancel a recent 
removal request, user searches for patient record on CHI to confirm they are 
registered at the practice by selecting the Patients tile and using Identifiers or 
Patient Demographics to search for the patient (where the patient has already 
been removed from the practice list, user to inform the practice that the patient is 
already deregistered and disregard the removal cancellation request) 

2.2. Where the patient is registered with the practice and has a ‘pending registration’ 
at the top of the patient record screen, user to go to Task Manager by selecting 
the ‘Task Manager’ tile from the main menu or by selecting the ‘More’ tab and then 
the function ‘Task Manager’ 

2.3. Select task type 'Deregister patient from practice' OR put CHI number in 
Identifiers, select filter, select patient from list using CHI number as identifier. 

2.4. If the removal task was generated the same day and it is before 5pm, the user 
should take a note of the CHI number and task ‘create date’ information. The user 
should email this information to nss.dataquality@nhs.scot to request the letter be 
deleted before going to post. If the request to cancel is being processed after 5pm 
on the day the removal was actioned or on a later date, ask the practice to notify 
the patient to disregard the letter. 

2.5. User to select ‘Discard’ to remove the Pending Deregistration 
 

mailto:nss.dataquality@nhs.scot

