
 

Recall and Reminder Sample Protocol 
 
 

 

Action chosen is a REMINDER

Patient reminder is created

Search database & generate 
Mail Merge for reminders – 

print & send letters 

Select Update as action – 
selected reminders are 

removed from searches but 
appears in patients action list 

Remove from Outstanding 
Actions at next patient consult 
– this will automatically appear 

when patient record is open 

GP decides on clinical Recall

Action chosen is a RECALL

Patient recall is created

Search database & generate 
Recall list – select to Print list 

Can be repeated monthly or 
less often 

Select Cancel as action – 
selected recalls will re-appear 

in future searches

Remove or Update at next 
patient consult – bouncing 
phone will appear in patient 

record 

Patients on list are contacted 
by phone to make appointment 

 

No Answer 
for 3 

days? 

Search database & generate 
specific Mail Merge for these 
patients – print & send letters 

(registered mail if 3rd) 

Can be repeated daily or 
weekly 

Yes 

 No 


