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Patient Enrolment Policy

Purpose

Cashmere Health offers enrolment to eligible patients who are entitled to enrol. By enrolling, patients are nominating our practice as their regular healthcare provider and will receive government subsidised medical care. 

From time to time the books of one or more GP’s may be closed restricting the ability of new patients to enrol at this practice for their health care.

The process for managing patient’s medical records including the transfer between general practices is covered by this policy.  It is important that the provisions of the Privacy Policy are also read in conjunction with this policy.

Policy

To provide clarity around enrolment processes to enable patients’ healthcare needs to be managed by their nominated or preferred medical practice.

· All eligible patients wishing to enrol with a GP at Cashmere Health will be accepted unless from time to time the books of one or more of the GPs at this practice are deemed to be closed for safety or other reasons.

· Cashmere Health operates a geographic enrolment scheme.  Any patient within the defined geographic area who is eligible to enrol will be entitled to enrol with a specific GP unless the books of that GP are deemed to be closed for safety or other reasons.

· Exception to the geographic scheme in place are;

· Specific referrals from other Healthcare professionals, after being checked with GP concerned
· Currently enrolled patients who move to a location outside of the defined geographic area can remain as enrolled patients with Cashmere Health
· Immediate family members of current enrolled patients, if agreed by GP concerned 
· The boundaries of the geographic enrolment area for Cashmere Health will be confirmed annually by the practice owner(s) and available in the reception area for clarity.

· When a decision has been made to close the books of one or more GP’s for safety or other reasons there will be no exceptions to allow anyone to enrol with that GP until such time as the books are deemed to have reopened.
· Cashmere Health does not operate an enrolment waiting scheme.

· When new patients present to Cashmere Health for the first time, their demographic data will be collected, and they will be asked if they are currently enrolled with another provider.

· If a patient would like to enrol with this practice they will be given a printed enrolment form, along with the Enrolling with General Practice Guide which explains eligibility and the PHO relationship. 

· Enrolling patients should complete the Enrolment form with all mandatory information and sign and date. Practice staff are responsible for assessing Entitlement and Eligibility to Enrol.

· Patients who wish to enrol will be informed that it is a policy of Cashmere Health to only enrol patients who are prepared to have their medical records transferred from their previous practice. If they do, they will be asked to complete the appropriate section of the enrolment form. 

· The reception staff will record all the mandatory details on the PMS, including the Enrolment Status as ‘confirmed’ and the Enrolment Date as per the date shown on the Enrolment form, in order to trigger the capitation payment process.

· Reception staff will file or scan the Enrolment Form, ensuring that any scanned forms clearly show the required information, including signature and date. 
· If the patient books an appointment in the same month as their enrolment they will be charged the initial consult as per casual rate.
Maintenance of patient details.

· Where practicable, patients will be asked each time they contact the medical centre to confirm their address and contact numbers. 

Re-enrolment.

· Regular check using the practice’s PHS query build resources and the PHO’s Register Management Report will be made to identify patients whose enrolment at Cashmere Health is about to lapse because of three years of inactivity.

· Contact will be made with the identified patients asking them if they would like to maintain Cashmere Health as their primary health provider.

· The acceptable form for Confirmation of Re-enrolment will be another signed enrolment form. 


Transferring Medical Records from another Medical Centre

· If the patient has medical records at a previous practice, the signed enrolment form with the request for transfer of medical records will be faxed to the previous medical centre.

· The staff member requesting the notes will set themselves a lightbulb for 10 days to check that the notes have arrived. The new patient details are entered in the “new enrolments book”. This is checked weekly to ensure notes have been received.
· If, when the notes arrive, they are in a paper format they will be sorted, scanned into their file in the PMS and any remaining paper notes filed. This will be annotated on the patient’s records in the ‘notes’ section of the patient register.

· A task will be sent to the nurses once the notes are imported.  The nurses will action this within 7 days and annotate in the PMS the notes have been reviewed.
· A ‘new patient’ alert will be added to the patients file to ensure the patient gets a nurse and a GP appointment on their first visit.
· Except in the event of an emergency, reception staff will check that a patient’s notes have arrived before the first appointment is made.

Transferring Medical Records to another Medical Centre

· When a request to transfer notes is received from another practice the GP will receive a task from reception advising them of the patient’s transfer.
· The doctor will advise the practice if there is a lawful excuse for not transferring the notes (this does not include an unpaid account).

· The PMS will be updated to remove transferring patients from future data exports; Registration status will be changed to ‘Transferred’ and the reason given for ending enrolment.
· Records will be transferred within 10 days of being requested.

· It will be recorded on the patient’s file how the records were sent (electronically, GP2GP, post or courier).

· When being sent by post or courier, a form to acknowledge the receipt of medical records will be enclosed with the notes. When this acknowledgement is returned, it will be scanned into the patient’s records.

· If a patient wishes to collect their notes themselves, they will need to sign a consent/receipt from. The signed form will be scanned into the patient’s records. There will be an administrative cost if the notes are printed.
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