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Speech and Language Therapy 
Children’s Team
Non-Attendance Policy
This document should be read in conjunction with:

· Wye Valley NHS Trusts Access Policy PR.46
· Safeguarding and promoting children’s health and welfare Herefordshire single agency guidelines CW.001

· HSCB Safeguarding Guidelines
This policy explains the Speech and Language Therapy Departments approach to managing patient attendance. The department strives to ensure equality of service for all those referred to our service.
The Speech and Language Therapy Team will ensure that:
· Patients are treated in a timely and effective manner

· The process of waiting list management is fair and transparent to the public

· Communication with patients will be clear, informative, concise and timely

· Clinically urgent patients will be treated as a priority and within the shortest waiting time possible

· Routine patients will be treated chronologically, based on their length of wait 
· Waiting lists will be regularly validated

The Speech and Language Therapy DNA policy is outlined in the following documents:
· Core service document  (Children’s Team) – available on the department website

http://www.wyevalley.nhs.uk/visitors-and-patients/county-hospital-(acute)/a-z-departments/speech-and-language-therapy.aspx
· Referral forms

· Opt-in questionnaire

· Appointment letters
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Child does not attend appointment – no notification is received





Child is offered an appointment





Parent/carer cancels appointment**





Child is offered a further appointment at the next available clinic





Safeguarding risk assessment completed**








Child is discharged and referrer notified





Child can be 


re-referred when there has been a change in the parent/carers commitment to therapy





** Please note: for those children that miss 2 consecutive appointments (including cancellations) and who are the subject of a child in need plan /child protection plan, please complete the unseen child form below and return to the Safeguarding Team Administrator, Child Health Department, Belmont. 








