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Process Title: De-Registration from GMS practice list - geographical removal of

patient

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 Title: De-Registration from GMS practice list - geographical removal of patient

Process workflow

User looks up
patient and
confirms they are
registered at the
practice
On the patient’s record Patient
add address to n registered N Disregard the
A -
correspond with the 9 y removal request
i Isewherg
new address supplied
4
On the patient’s
record go to the Where it's a family, a
Manage menu and separate removal would be
select Deregister done for each individual
from a Practice
Y
end
4
For Reason for
Removal select
‘Geographic removal at
GP request’
) J
Automatically
populates the date
of removal to 31
days in advance
) J
Pending
Deregistration
label is shown
O
y
CHI generates
and send removal
v email to practice
Task for
deregistration is
created in Task
Manager Y
CHI generates 30
day Removal Letter
for patient (PDF
Pause format)
for 31
days
At end of 31 day period, y
CHI automatically /
deregisters the patient from - end
the practice and removes
the task from task manager
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Process Title: De-Registration from GMS practice list - geographical removal of
patient

Process detail

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

1.1. Arequest 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)
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Community Health Index (CHI)

Search for a Patient

Using Identifiers Using Demographics @

CHINumber @ Surname

uren @ age @ First Line of Address

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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Process Title: De-Registration from GMS practice list

patient

- geographical removal of

Community Health Index (CHI)

Home | Patients | Practices

Home > Patients > APPLE ORANGES

&HS a

SCOTLAND
A | NextGate Administrator ~ | @

€ Back to Search Results

APPLE ORANGES

Last Updated: 10/10/2023
CHI Number: 0101701683
Date of Birth: 01/01/1970
Sex: Female
Health Board of Residence: Tayside
Practice Code: 2539(0)

Demographics

General Practice ~ MRE(2)  Comments(0)  Associated Records(0)  Transaction History

Current Practice

VIEWPOINT MEDICAL PRACTICE

Address: Stenhousemuir Health Centre, Park Drive, Stenhousemuir, FKS 388
Practice Code: 2539(0)

Previous Practices

Practice Code

Current General Practitioner

‘GP Reference Number GP Date of Acceptance
T 7] /097
Phone Number: 01324552200 Date of Acceptance: 08/09/2023 ST orimarezs

Add Previous Practice

Reason for Deregistration

Start Date End Date
2539(0) Deceased 08/09/2023 0811072023 & W
110%(6) To new Practice 28/06/2023 08092023 & W

Community Health Index (CHI)

Home | Patients | Practices | More

& Backto Previous Record

A | NextGate Admiistrator ~

VIEWPOINT MEDICAL PRACTICE

Health Board:

Practice Code:

Type:
Phone Number:
Emait:

Forth Valley
5390)

01324552200
MARIE JOYCEGNHS NET

Proctice Summary  General Practitioners  Bulk Transfer

Practice Details

Surgeries
Feld Value Advess OpenDate Close Date
Name VIBWPONT MEDICAL PRACTICE VIEWPOINT MEDICAL PRACTICE, STENHOUSEMUIR HEALTH CENTRE, PARK DRIVE, onoersas
EUR, XS 388
.
CARRONSHORE CLINC ROAD, CARRONSHORE. 2848 oty stesa0n4

Acaress DICAL PRACTICE STENHOUSEMUIR HEALTH CENTRE, PARK DAVE,

UR s 328 FALIORK CLINIC 2 DAVIDS LOAN, FALKRK PR2ThR onouen 310372014

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.

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

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

1.5.

done for each removal)
1.6.

OK.
1.7.

The system will automatically display a ‘Pending Deregistration’ label at the top of
the screen.
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Process Title: De-Registration from GMS practice list - geographical removal of
patient
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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)

ERR Y

1505031133,

1010001043,

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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Process Title: De-Registration from GMS practice list - geographical removal of
patient

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
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