
2WW Referral Process 
 
If you are referring using an integrated GP clinical system, start the referral process according to the systems 
processes. 

 
You will then open the Service Search screen and carry on the referral creation process in the following way: 
 

 In the Service Search screen, complete at least one of the mandatory fields (marked with a *). 
 
Note: Each field in this screen will allow you to filter the services you search for. 

 
 

 Click on the Request Type drop-down and select the Referral option. 

 Click on the Priority Type drop-down and select URGENT. 

 Enter the clinical term you wish to search for in the Clinical Term field. 

 Click on the and the Clinical Terms Search screen will appear. 

 The term you are looking for is populated in the Find field. 

 Click on the  button. 

 A list matching your initial clinical term will be displayed. 

 Click on an appropriate term to select it. 

 The Preferred Term field is now populated.  

 Select your preferred term so that it appears in the Selected Term field. 

 Once you are happy with your preferred term, select Done. 
 

 
 

 If you are not happy with any of the terms shown, click on Clear and start your search again. 

 When you return to the Service Search screen, the Clinical Term field will have the SNOMED term you 
selected. 

 Select the Search All button. 
Click in each checkbox beside the service(s) chosen by you and the patient. 
 

 
 
Here, you can either select:  

 Request which lets you complete the referral and the booking to be made at a later stage; OR 

 Appointment Search to book an appointment. 



Selecting either of these options will display a pop-up window with further details on the services selected. 
From here, you can choose to deselect inappropriate services, return to the previous screen to change the 
service selection and continue with the selected services. 

 If you choose to continue, and previously selected Appointment Search, the next screen will display 
appointment dates. 

 Select an appropriate appointment date and time. 

 Select Book and complete the referral. 
Note: When you either book an appointment or select the Request option, you will be prompted by the 
Check Patient Details pop-up box to confirm that the patient’s details are correct. 

 To change the patient details click on the Update Person button or if the details are correct click.  
 

What to Do If No Appointment Slots Available  
 
When there are no appointment slots available, there is a process within e-RS which enables their 
appointment request to be passed to their chosen provider, who will then contact them to arrange an 
appointment.  

 
The same process allows them to forward their appointment request to their chosen provider if they try to 
book online and cannot see any available appointment slots.  

 Where ASIs do occur they can consider attending any other provider on their shortlist, if they wish to do 
so.  

 
Using the “Defer to Provider” function 

 
When a referrer attempts to book an appointment for a patient and there are no slots available, they can 
defer the responsibility for booking the appointment to the patient’s chosen provider using the ‘Defer to 
Provider’ button.  
 

Note: If appointments are available to be booked, but are not suitable or convenient for the patient, then the 
referral CANNOT be deferred to the provider. Instead, the referrer should discuss alternative providers with the 

patient. Otherwise the patient will have to wait for suitable appointments to become available.  
 

 
 
 

If a patient is “Deferred to Provider” a BHRUT Cancer Coordinator will contact the patient within 24hrs to 
arrange a suitable appointment date and time. Please note referrals submitted on a Friday afternoon, the 
patient will be contact on the following Monday. 
 
The referrer can monitor the status of their patient’s referral via the ‘Awaiting Booking/Acceptance’ worklist, 
which will show the referral as ‘Deferred to Provider’ until it is booked.  



 
 
 
 
Patients will not be sent reminder to book letters while their referral is in a ‘Deferred to Provider’ state all 
communication will be sent and managed by the Cancer Coordinator at BHRUT.  

 
Referral / appointment outcomes can be seen on the referring clinician worklist in e-RS. 

 
 

Managing Worklists 
 
Each worklist MUST be reviewed and actioned appropriately.  The actions available for each referral will 
depend on the referral’s history. 
 
Note : When you open the Worklists tab, you will also see two filters ie Filter by Referrer and Filter by Worklist, 
allowing you to sort the referrals you want to see.  Columns can also be sorted by clicking on each heading. 
 

 
 
Referrer Action Required Worklist 
Referrals on this worklist MUST be actioned.  They will have one of the following categories in the Referral 
Status column: 
Rejected 
These referrals have been considered clinically inappropriate for the service they were referred to.  Once a 
referral is rejected it must be actioned by the referrer. 

 View any comments made by the service provider and act as clinically appropriate from the options 
available. 

Cancelled UBRN 
These referral requests, along with the patient’s appointment, have been cancelled. 

 Check the reason why the referral request has been cancelled and remove it from the worklist. 
Assessment Result 
Referrals with this status have been sent to a service with CAS functionality. 

 Review and remove. 
DNA 
If a patient was referred to a directly bookable service and they DNA’d their appointment, the Provider 
decided that the referrer should be notified.  
The Provider has sent back the UBRN to the referrer for action.   

 View the referral and action accordingly.  
 
Awaiting Booking/Acceptance Worklist 
Referrals on this worklist should be monitored, but not necessarily actioned.   
They will have one of the categories in the Referral Status column: 
 


