
 

Spreadsheets based on TTG 

Copy patient details,  
paste into Trak 

View Referral View patient 
details and 
demographics 

Lives alone? 

Postcode 

Telephone No 

Consultant only 

Diabetic? 

Iron tablets? 

Blood thinners? 

Alert Icon -  Co-
morbidities or 
risk factors? 

Named site 

Daily spreadsheets filtered 
by procedure and TTG, 
prepared by Waiting List 
Supervisor  

Call the patient 
 

Greeting and Introduction,  

Trak sheet with current 
unfilled appointments for 
particular procedure.  
Filtered with earliest at the 
top 

Using patient postcode 
discuss site, agree best site 

Offer 1st available 
appropriate appointment 
site and time (by letter) 

Confirm demographics, 
diabetic, Iron tablets, blood 
thinners, co-morbidities,  

Select next available 
appropriate appointment 
site and time 

Unsuitable? 

Appoint the patient in Trak 
against the selected 
appointment 

Update patient offer details 
in Trak 

1st app morning or 
1st app afternoon 

Stop tablets for 7 
days before proc 

Refer to site nurse for 
advice 

Answered, but the patient 
is not on this number, 
alternative number sought 

Wrong/dead number/s 

Print patient letter 
Select patient prep 
(moviprep/picolax), into 
envelope and mail sack 

Update spreadsheet sent to 
NI or JB with Red/Green 
status and/or notes 

Mail picked up twice daily 

Phone the GP’s number 
from Trak, confirm patient’s 
ID, check phone number/s 

Different Same 

Additional advice around 
co-morbidities or lone living 

Advised of 
accompaniment for 
24 hrs after 
procedure 
(dependent on 
sedation) 
 

Patient 
cannot be 
reached on 
available 
numbers, 
appoint 1st 
available 

Mobile 
voicemail 
where patient 
is identified 
 

Message from 
endoscopy…. 
and appoint to 
1st available 
 

Mobile 
voicemail 
where patient 
is NOT 
identified 
 

Appoint to 1st 
available 

Call the patient 
 

Appointment allocation process 
for - Colonoscopy New Patient (2)  
 

Site nurse details 
contained in the 
procedure 
information 

Discuss procedure and pain 
relief/comfort 

3 reasonable offers can be 
made  
 <7 day cancellation offers 
don’t count towards the 3 
reasonable offers 

Triage 

Trak – Diagnostic Procedure 
waiting lists 

Referral details Patient details 

What is measured? 
What should be measured? 
What can be measured? 


