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STEP 1 REFERRAL RECEIVED 
 
 
 
 
 
 
 
 
STEP 2 ASSESSMENTS, PRIORITY AND APPOINTMENT 
 
 
 
 
 
 
 
 
 
 
 
STEP 3 TREATMENT, MANAGEMENT AND DISCHARGE 
 
 
 
 
 
 
STEP 4 PATIENT – NON ATTENDANCE 
 

Referral received and 
assessed by CPAN  

Clinically and demographically 
complete referrals proceed 

Patient/Referral data entered to 
TOPAS (Hospital Software) 

Automated acknowledgment 
generated by TOPAS – sent to 
GP and patient within 7 days 

Practice phoned and/or Referral returned to GP for additional minimum data as per CPAC 

Referral – reviewed by Specialist 
Team. Priority given 

Appointment booked, patient phoned (category 
I) or posted appointment (category II or III) 30 
days prior to appointment date. 

Referral stored in Clinic area until patient 
attends appointment, then will be placed in 
UMR 

The 12-Month active life of referral starts at the first attended patient visit – not the date when referral received or entered to TOPAS.  
Patient remains active while “Episode of Care” continues.   
(Exceptions may exist to the active life of referral for chronic conditions)

Patient reviewed in the clinic and ongoing 
appointment booked for same “Episode of Care” 

Patient discharged once condition is resolved  GP advised of discharge via automated 
TOPAS letter 

New referral: 
1ST DNA – Pt discharged. 
GP & pt advised by automated TOPAS letter  

Follow up appointment: 
2ND and consecutive DNA’s will result in patient discharge from 
Clinic. GP and pt notified by letter.  NB. Patient may be discharged if 
consecutively cancels and reschedules appointment twice. 

GP will need to generate a new referral 
for patient to be on waitlist for clinics. 


