EDZELL COMMUNITY HEALTH TRANSPORT

Medical Appointment Car Transport Service

Telephone 01356 648209
Standard Operating Procedures

1. There will be a rota system in place and 1 person per week will be nominated as the Contact person
2. The Contact Person will phone the Health Centre daily, before 10 am, to check if anyone is requiring transport to a medical appointment.

3. The medical receptionists will take names and telephone numbers of Clients who have requested transport and record it in the logbook. They can pass this information to the Contact person when he/she telephones the Health Centre.

4. It is the responsibility of the Contact Person for that week to telephone back to the Client to get full details.  The information from the Client should be recorded on the form provided, making sure that as much detail as possible regarding the Client’s requirements, personal mobility and the nature of the appointment is obtained. It is particularly important that the approximate length of the appointment be ascertained when possible, in case a double run is needed.
5. The Contact person will then be responsible for getting a Driver from the list provided and passing the form to the Driver along with a Donation Envelope.
6. The appointment should be written in the ECHT Diary along with the Driver’s name and telephone number.  The Diary must be kept up to date and passed on each week to the new Contact person.

7. The Driver should then telephone the Client to arrange a pick up time and confirm the arrangements.  
8. The day before the appointment the Driver must telephone to confirm the journey is still necessary and remind the Client of the pick up time.
9. At the beginning of the journey the Driver will give the Client a Donation Envelope and also ask the Client to sign the form.
10. The Driver will complete the form by writing in his mileage for the day and signing the form.

11. The completed form and the donation envelope should then be put in an envelope and handed in to the Health Centre.

12. Mileage claims will be paid at the end of each month.

13. Drivers will be paid for mileage from their home address. 

14. A list of Volunteer Drivers & Contact Persons is available for all Drivers, Contact Persons and at reception in Edzell Health Centre. 
