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MAIL SORTING PROCEDURE

INTRODUCTION

Procedures within the Practice will vary a great deal depending on operational needs and preferences, however the attached “deskaid” flowchart is one example of the way in which Practices may be able to plot the main mail inflows and provide staff with an operating framework whereby the post received within the Practice is directed to the most appropriate person, hopefully freeing up doctors to concentrate of direct patient mail.
The flowchart is suitable for laminating for regular use by staff, and may be edited in Microsoft Word.
Key Points

· Clinical Post – For specific named patients

· Drug Company Items – non-official drug marketing information – circulate of have a special section on a notice board for doctors to check as required

· Clinical Guidance – central or local formal and official clinical guidelines including changes to local (hospital) services etc

· Private organisational Circulars – private providers, promotions, charities etc

· Administrative Post – a wide variety of items including private fee items and other routine (perhaps medical) issues. May include repeat prescription requests etc dealt with by staff.

The flowchart is on the next page >>> 
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Mail arrives in Practice





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





Mail opened by at least 2 people





Clinical Post (Individual Patient related)





Drug Company or similar circulars





Clinical Guidance or other official circulars (NICE / Medical Device Alerts etc.)





Private organisation clinical circulars (BUPA / Nuffield / Charities)





Meetings / Courses / Training / Events circulars (clinical based)





Administrative Post. Financial / catalogues/ invoices / supplies / CCG letters / Instructions / medical reports etc. / Contracts / Staff / etc.





Clinician pigeon hole





Clinician pigeon hole





Clinician pigeon hole








Pass to patient's GP





Pass for scanning





BIN





Official guidance onto agenda for clinical policy meeting





Pass to data input





Medical reports / copies / private fees





CCG correspondence





Contracts or Instructions





Personnel / Premises / Security / Issues





Invoices





Shred after 3 months





Financial items / statements





Catalogues and other circulars





Fees Administrator





Practice Manager





Purchaser





PM








Responsible person

 : Dr Larh
Date of Review


 : April 2021
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