
 

FLOWCHART FOR NEW ARRANGMENTS FOR ADMINISTRATION OF REDBRIDGE  
CHILD PROTECTION (CP) MEDICALS   – MAY 2015 

 

Telephone / Fax request for CP Medical received by SPA Admin at Grovelands 
Tel: 020 8822 3248 / Fax: 020 8822 3247 / Email: nem-tr.rbcdc@nhs.net 

 

 
Completed referral form (email or fax) received by SPA admin and passed to Medical Secretary 

 
Medical Secretary to check all relevant information is completed / consent / contact details / clear  

reasons for request 
 
 

Medical Secretary  (0208 822 3203) to contact the Doctor on call for Child Protection for the Doctor to contact the 
Social Worker to determine the type of medical required.   

 
 

Medical Secretary to send the referral to the Doctor and clarify the time of the examination with the Doctor and 
inform the Social Worker (and also advise Grovelands Reception staff)  

 
 

All medicals to take place in Grovelands Room 5 or Hainault Health Centre (HHC/Grovelands  Reception to be 
advised by the Medical Secretary  of the arranged CP medicals) 

 
 

Medical Secretary to create referral, book CP medical appointment on RiO and prepare the CP Medical  
records pack. All medicals must be completed within 24 working hours. 

 
 

Medical Secretary will ensure an adequate supply of paperwork / dictation tapes in place at Grovelands. 
 
 

Doctor examines child and dictates findings onto Dictaphone tape 
 
 

Doctor returns Dictaphone tape to Medical Secretary within 2 working days 
 
 

Medical Secretary transcribes tape for the Doctor to amend and return to the Secretary for final write up 
 
 

Doctor signs off the final report, Medical Secretary to scan and email the report to Social Care within 5 working 
days, uploads the medical report and assessment findings onto   patient RiO record and shred the original 

document.  
 

 

Please note, timescale for written report is 5 working days from date of medical examination. 

This proforma operates only on weekdays (Monday – Friday, 9.30am – 4.00PM)   

                                          Outside these hours children must go to BHRUT as per BHRUT protocol.                     May 2015 nm/cy 


