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APPENDIX E – MANUAL FORM DESIGNS
It is a requirement that forms, containing standard sets of information, be used by GP Practices to send to HAs details of patient Registration changes.  These forms can then be used if, for example, the Network becomes unavailable for an appreciable period of time.

If this is the case, the GP System MUST be set to "manual" for Registration transactions for that HA.  Until the GP System is reset to "linked", any patient Acceptances and Amendments entered into the GP System will, at the end of each day, be printed out on these forms for sending to the corresponding HA.  At the same time, the corresponding HA will also amend its system so that communication with that GP Practice will, once again, be by existing paper format communication methods.

This Appendix contains a set of forms which can be used in such a case.

For a "fringe" GP Practice which is a "linked" Practice with one HA with which it has registered patients, and at the same time a "manual" Practice with a second HA with which it also has registered patients, the GP Practice MUST also use forms such as those included in this Appendix to advise the HA with which it is a "manual" Practice of new patient Acceptances and patient Amendments.

This may not, however, eliminate the need for the Practice to require Registration forms to be completed.  These will still be required for the patient's signature.  Some HAs with which that GP Practice has never been "linked" may not require the existing Registration form/card to be sent together with the form given in this Appendix.

Each transmission's Amendment and Acceptance transactions MUST be summarised for each HA on a summary sheet to accompany the Amendment and Acceptance forms.  There is not a requirement for a GP Practice staff member to sign the individual forms; there is a requirement, however, for the summary sheet accompanying these forms to be signed by a nominated GP Practice staff member. An example of the format to be used for the printing out of this summary sheet is given in this Appendix, after the Amendment and Acceptance forms.

Note that, for the summary:

· The page count MUST revert to one for each HA for which a summary is produced.

· The HA MUST be the full HA Name, not the HA Cipher.

· The Date in the title MUST be the date on which the summary is printed.

PATIENT ACCEPTANCE

Acceptance Type : 1 (BIRTH)


    HA Cipher : DN

GP Code : 100022


 Drugs Dispensed Marker : Y

GP Name : JP SMITH

Surname : JENNINGS


              R.I. Code :

Forename(s): PATRICIA



  RPP Mileage : 17

           : PAULA






           :





 BR/SD Marker : B

Title : MISS





Walking Units : 12

Previous Surname :




  Previous HA :

Address : MOORSIDE FARM



  Previous GP :

        : OLD LANE

        : COUNTESS WEAR               Previous Address

        : EXETER



  :

        : DEVON




  :

        : EX2 5SS



  :








  :

Date of Birth : 12/12/1991

  :

Patient NHS Number : A345/63/39/4726
 

Sex : F

Place of Birth : EXETER, DEVON

Date of Entry into UK :



Date of Exit from UK :

Date of Enlistment (Joining) :

Date of Enlistment (Leaving) :

Service Dependant :

GP Notes :

PATIENT ACCEPTANCE

Acceptance Type : 3 (TRANSFER IN)

    HA Cipher : DN

GP Code : 100022


 Drugs Dispensed Marker : Y

GP Name : JP SMITH

Surname : JONES



              R.I. Code :

Forename(s): ROBERT




  RPP Mileage : 12

           :

           :





 BR/SD Marker : S

Title : MR






Walking Units : 6

Previous Surname :




  Previous HA :

Address :






  Previous GP : DR THOMAS

        : 46 LONG LANE

        : COUNTESS WEAR



Previous Address

        : EXETER




: 46 BOURN CRESCENT

        : DEVON





: COVENTRY

        : EX2 5RE




:  









: 

Date of Birth : 11/06/1943


:

Patient NHS Number : A425/63/67/5632


Sex : M

Place of Birth : LEEDS

Date of Entry into UK :



Date of Exit from UK :

Date of Enlistment (Joining) :

Date of Enlistment (Leaving) :

Service Dependant :

GP Notes :

AMENDMENT TO PATIENT DETAILS

Existing GP Code : 100022



          HA Cipher : DN

Existing GP Name : JP SMITH

 

        New Drugs Dispensed Marker : Y

New Surname : SMYTHE

                     New R.I. Code :

New Forename(s):



         New RPP Mileage : 17

               :

               : 




   New BR/SD Marker : B

New Title : MRS




 
  New Walking Units : 12

New Previous Surname : TRENT

       

New Address : FLAT 4

            : 12 LONG LANE

            : COUNTESS WEAR

            : EXETER

            : DEVON

            : EX2 5RE

New Date of Birth :

Patient NHS Number : A345/63/39/4727

New Sex : 

GP Notes :

HA/GP LINKS

DAILY TRANSACTIONS SUMMARY
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DATE : 01/02/1992

GP CODE : 100022     NAME : JP SMITH

________________________________________________________________

ACCEPTANCES

NHS Number


Surname

Forename(s)

DoB

A345/63/39/4726

JENNINGS

PATRICIA PAULA

12/12/1991

A425/63/67/5632

JONES


ROBERT


11/06/1943

Total Number of Acceptances :    2

AMENDMENTS





Existing

Existing


Existing

NHS Number


Surname

Forename(s)

DoB

A425/63/39/4727

TRENT


SALLY ANNE


23/12/1956

Total Number of Amendments :     1

XXXXXXXXXXXXXXXXXXXXXXXXX HA

SIGNED :
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