STANDARD OPERATING PROCEDURE
AIM:
To standardise the surgery’s flexibility in allocating appointments to carers on our Carers Register, to comply with Carer Support Wiltshire’s ‘Carer Friendly GP Practice Award’.  The appointment should suit the carer, to fit around their caring role.
SCOPE:
Allocating an appointment (with a GP, PN or HCA) for a carer registered on our Carers Register, 
STAGES:
When arranging an appointment:
1. Patients registered as carers are identified with an icon in the right-hand corner of their notes.  A ‘reminder’ on the patient’s home page will also state that they are carers and who they care for. This will highlight to the receptionist that she/he is talking to a registered carer. 
2. The receptionist will engage with the carer and discuss when the most convenient time for the appointment is, being mindful of their other responsibilities and commitments in their role as a carer.

3. The receptionist will offer an appointment that is convenient for the carer:
· Remember our late openings sessions and early morning sessions,

· The receptionist will be able to swap round ‘Same Day’, ‘48 hour’, and ‘Week ahead’ appointment slots to fit with the carer’s needs.

· The receptionist can also offer telephone appointments and triage appointments if this helps.

4. The receptionist ensures that the carer is happy with the appointment arranged before ending the call.

Nurses to be aware of procedure should they book an appointment for a carer.

GPs to be aware of procedure should they book an appointment for a carer.

OTHER INFORMATION:
Carer Support Wiltshire Contact Details:  Independent Living Centre, St George’s Road, Semington, Trowbridge, BA14 6JQ   Tel:  01380 871690 Contact: Carer Friendly Communities Team: carerfriendlycommunityteam@carersupportwiltshire.co.uk 
RISKS: 
Carers are unable to attend at times convenient to them if this SOP is not followed.
RESPONSIBILITIES:
All receptionists to be responsible when booking carer appointments.
PM to highlight when leading the induction of new staff - to be included in the Induction Pack.
Carers’ Lead to ensure that SOP is reviewed and distributed annually to all staff.
All other surgery staff to be aware of procedure and implement it if they book an appointment for a carer.

REVIEW:
This SOP will be reviewed:

· in response to any changes in Carers’ provision
· as the result of a significant event or adverse incident
· in the absence of the above, 12 months from the date below
· at the annual review meeting with Practice Manager, Senior Partner, and Carers’ Lead.
Date: 
