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Routine Late Arrivals (Patients Late for Appointments) Protocol
Introduction

This protocol sets out the procedure to follow when a patient is late for a routine appointment:

· Is late for their routine appointment, by less than 5 minutes 
· Is late for their routine appointment by more than 5 minutes 
· Is late for their routine appointment by more than 10 minutes 

Patient responsibility
Patients are asked to :-
· Arrive on time for their scheduled appointment
· Allow sufficient time to travel to the practice, considering potential delays (eg traffic or parking)
· To cancel or reschedule their appointment
· Follow pre-appointment instructions provided to avoid delays

Practice responsibility:-
To ensure that appointments run on time, we will:-
·  Schedule appointments appropriately
· Ensuring enough time is allocated for each appointment
· Monitor appointment times and address any recurring delays
· Communicate the importance of punctuality to all clinicians
· Implement efficient check-in procedures to reduce waiting times
· Regularly review and improve scheduling processes

General Policy
Patients have a duty to attend pre-booked appointments promptly, and to take into account logistical difficulties or the time involved in travelling to the surgery. The practice will, as far as practicable, see patients who arrive late, however this will be at the discretion of the clinician.  

The practice will monitor and record the incidence of patients who are late for appointments within the clinical system. Persistent late attendees will be issued with a series of warning letters.
The Practice Leaflet / Patient Information procedures will incorporate a section advising patients that should they be late, it may not be possible for them to be seen, or that they may be seen only with a considerable wait.

The following general provisions will apply:
· Less than 5 minutes late: The patient will be marked as an arrival in their pre-booked “slot”. The clinician will call them in at the first available opportunity. The patient should be advised of this and that there may be some delay while they are fitted in.
· More than 5 minutes: The patient will be advised that as they are a late arrival the clinician will be contacted to check if they will see them. They may be informed that they will have to wait to be seen, and they will be offered the opportunity to rebook
· More than 10 minutes late: The patient has clearly missed the appointment, and they will be asked to rebook.
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