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Data Protection Act 2018 (UK General Data Protection Regulation – GDPR) 
Legislation. 

The Trust has a duty under the Data Protection Act 2018 and UK General Data Protection 
Regulations 2016/679 to ensure that there is a valid legal basis to process personal and 
sensitive data. The legal basis for processing must be identified and documented before 
the processing begins. In many cases we may need consent; this must be explicit, 
informed, and documented. We cannot rely on opt out, it must be opt in. 

Data Protection Act 2018 and UK General Data Protection Regulations 2016/679 is 
applicable to all staff; this includes those working as contractors and providers of services. 

For more information about your obligations under the Data Protection Act 2018 and UK 
General Data Protection Regulations 2016/679 please see the Information Use Framework 
Policy or contact the Information Governance Team. 

Royal Cornwall Hospital Trust rch-tr.infogov@nhs.net 
 

  

mailto:rch-tr.infogov@nhs.net
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1. Introduction 

This Standard Operating Procedure aims to provide a co-ordinated approach for 
patient referrals to the Early Pregnancy Unit (EPU) and the Emergency Gynaecology 
Unit (EGU). 

2. Purpose of this Standard Operating Procedure 

Aims to provide a co-ordinated approach for patient referrals to the Early Pregnancy 
Unit (EPU) and Emergency Gynaecology Unit (EGU) electronically without the need 
to use paper diaries. 

3. Ownership and Responsibilities  

3.1. Role of the Managers  

The Advanced Nurse Practitioner for EPU/ EGU and/ or Clinical Nurse Matron 
for gynaecology are responsible for:  

• Ensuring the pathway for referrals is always updated and working effectively. 

• To ensure all patients receive an appointment in a sufficient time frame and 
to act to offer immediate support if the patient’s condition dictates. 

• To answer any concerns about the pathway as they arise. 

3.2. Role of Consultant  

• When called with a referral, log onto the desktop and follow online booking 
instructions (appendix 3) to provide the referrer with an appointment for their 
patient. 

• If this is not available, then the administrator / nursing team on 01872 252686 
can call the patient back with a time and date for an appointment. There is an 
answerphone checked regularly. Or email rch-tr.egu@nhs.net.  

3.3. Role of Individual Staff 

All staff members are responsible for:  

• Assisting the referrer if unable to use the online booking tool. 

• Recognising instances where appointments may not be offered in an 
appropriate time frame and find an alternative. 

4. Standards and Practice 

If the situation is life threatening then professional judgement must be used to act in 
the patients’ best interests, for example admitting straight to hospital or asking them to 
attend ED if gynaecology ward is at a maximum.  

mailto:rch-tr.egu@nhs.net
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4.1. Patient Choice 

All patients have the right to the choice of an appointment convenient to them, 
however within a time frame dictated by their presenting symptoms. 

4.2. Children, Young People and Adults at Risk 

It is mandatory at RCHT for all children and young people under the legal age of 
consent (16 years) to be seen in the presence of another adult. No children 
under 16 should be examined unaccompanied by an adult.  

4.3. Religious/ Ethnicity or Cultural Concerns 

The chaplaincy team will be able to offer advice and support regarding a 
patient’s religious/ethnicity or cultural needs.  

5. Dissemination and Implementation 

5.1. All staff will be made aware of new version of document via e mail and via 
specialty meetings. Ward and Department Managers are responsible for 
ensuring adequate dissemination and implementation of the policy within their 
own areas. 

5.2. All managers will be aware of the contents of the policy and will ensure that their 
staff have read and understood the procedures. 

6. Monitoring compliance and effectiveness  

Information 
Category 

Detail of process and methodology for monitoring 
compliance 

Element to be 
monitored 

Adherence to guideline. 

Lead 
Sarah Eddy; Advanced Nurse Practitioner, Gynaecology 
Outpatients Department.  

Tool Datix incident reporting. 

Frequency As per incidents reported with a yearly review. 

Reporting 
arrangements 

Gynaecology Specialty Meeting and Gynaecology Risk 
Management Meetings. 

Acting on 
recommendations 
and Lead(s) 

Gynaecology Specialty Meeting and Gynaecology Risk 
Management Meetings. 

Change in practice 
and lessons to be 
shared 

Required changes to practice will be identified and actioned within 
3 months, immediately if required.  

7. Updating and Review 

This policy will be reviewed by the author at least every 3 years.  
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8. Equality and Diversity  

8.1. This document complies with the Royal Cornwall Hospitals NHS Trust service 
Equality and Diversity statement which can be found in the Equality Diversity 
And Inclusion Policy or the Equality and Diversity website. 

8.2. Equality Impact Assessment 

The Initial Equality Impact Assessment Screening Form is at Appendix 2. 

  

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
http://intranet-rcht.cornwall.nhs.uk/shelf/equality-and-diversity/
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Appendix 1. Governance Information 

Information Category Detailed Information 

Document Title: 
Referral to the Emergency Gynaecology Unit and 
Early Pregnancy Unit Standard Operating Procedure 
V1.0. 

This document replaces (exact 
title of previous version): 

New Document. 

Date Issued / Approved: March 2024. 

Date Valid From: March 2024. 

Date Valid To: March 2027. 

Author / Owner: 
Sarah Eddy; Advanced Nurse Practitioner, 
Gynaecology Outpatients Department. 

Contact details: 
01872 252686. 

rch-tr.egu@nhs.net   

Brief summary of contents: 

This standard operating procedure aims to provide a 
coordinate approach to enabling a clinic appointment 
to be generated electronically without using paper 
diary.  

Suggested Keywords: 

EGU.  

EPU.  

Appointment booking.  

Target Audience: 

RCHT:  Yes 

CFT: No 

CIOS ICB:  No 

Executive Director responsible 
for Policy: 

Chief Medical Officer. 

Approval route for consultation 
and ratification: 

Gynaecology Specialty Meeting. 

Manager confirming approval 
processes: 

Caroline Chappell. 

Name of Governance Lead 
confirming consultation and 
ratification: 

Tamara Thirlby. 

Links to key external standards: None required.  

mailto:rch-tr.egu@nhs.net
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Information Category Detailed Information 

Related Documents: None required.  

Training Need Identified: 
Yes- all staff involved in receiving and booking EGU/ 
EPU appointments to read the PowerPoint “how to” 
presentation.  

Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet and Intranet 

Document Library Folder/Sub 
Folder: 

Clinical/ Gynaecology.  

Version Control Table  

Date 
Version 
Number 

Summary of Changes 
Changes Made 
by 

February 
2024. 

V1.0 Initial issue. 

Sarah Eddy; 
Advanced Nurse 
Practitioner, 
Gynaecology 
Outpatients 
Department.  

All or part of this document can be released under the Freedom of Information Act 
2000. 

All Policies, Strategies and Operating Procedures, including Business Plans, are 
to be kept for the lifetime of the organisation plus 6 years. 

This document is only valid on the day of printing. 

Controlled Document. 

This document has been created following the Royal Cornwall Hospitals NHS Trust The 
Policy on Policies (Development and Management of Knowledge Procedural and Web 
Documents Policy). It should not be altered in any way without the express permission of 
the author or their Line Manager.  

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
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Appendix 2. Equality Impact Assessment 

Section 1: Equality Impact Assessment (EIA) Form  

The EIA process allows the Trust to identify where a policy or service may have a negative 
impact on an individual or particular group of people. 

For guidance please refer to the Equality Impact Assessment Policy (available from the 
document library) or contact the Equality, Diversity, and Inclusion Team 
rcht.inclusion@nhs.net  
 

Information Category Detailed Information 

Name of the strategy / policy / proposal / 
service function to be assessed: 

Referral to the Emergency Gynaecology Unit 
and Early Pregnancy Unit Standard 
Operating Procedure V1.0. 

Department and Service Area: Gynaecology.  

Is this a new or existing document? New.  

Name of individual completing EIA 
(Should be completed by an individual with 
a good understanding of the Service/Policy): 

Sarah Eddy; Advanced Nurse Practitioner, 
Gynaecology Outpatients Department.  

Contact details: 
01872 252686. 

rch-tr.egu@nhs.net.  

 

Information Category Detailed Information 

1. Policy Aim - Who is the 
Policy aimed at? 

(The Policy is the 
Strategy, Policy, 
Proposal or Service 
Change to be assessed) 

This standard operating procedure aims to provide a 
coordinate approach to enabling a clinic appointment to be 
generated electronically without using paper diary.  

2. Policy Objectives As above.  

3. Policy Intended 
Outcomes 

Appropriate referral method to EGU/ EPU.  

4. How will you measure 
each outcome? 

Review of Datix incidents.  

5. Who is intended to 
benefit from the policy? 

Staff and patients.  

mailto:rcht.inclusion@nhs.net
mailto:rch-tr.egu@nhs.net
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Information Category Detailed Information 

6a. Who did you consult 
with? 

(Please select Yes or No 
for each category) 

• Workforce:  Yes 

• Patients/ visitors: No 

• Local groups/ system partners: No 

• External organisations: No 

• Other: No 

6b. Please list the 
individuals/groups who 
have been consulted 
about this policy. 

Please record specific names of individuals/ groups: 

Gynaecology Specialty Meeting.  

 

6c. What was the outcome 
of the consultation?  

Approved.  

6d. Have you used any of 
the following to assist 
your assessment? 

National or local statistics, audits, activity reports, 
process maps, complaints, staff, or patient surveys: No.  

 

 

7. The Impact 

Following consultation with key groups, has a negative impact been identified for any 
protected characteristic? Please note that a rationale is required for each one. 
 
Where a negative impact is identified without rationale, the key groups will need to be 
consulted again. 

 

Protected Characteristic (Yes or No) Rationale 

Age No  

Sex (male or female)  No  

Gender reassignment 
(Transgender, non-binary, 
gender fluid etc.) 

No  

Race No 

Any information provided should be in an 
accessible format for the parent/ carer/ 
patient’s needs- i.e., available in different 
languages if required/ access to an 
interpreter if required. 
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Protected Characteristic (Yes or No) Rationale 

Disability (e.g. physical or 
cognitive impairment, mental 
health, long term conditions 
etc.) 

No 

Those parent/carer/patients with any 
identified additional needs will be referred 
for additional support as appropriate- i.e., 
to the Liaison Team or for specialised 
equipment.  

Written information will be provided in a 
format to meet the family’s needs e.g., 
easy read, audio etc. 

Religion or belief No 
All staff should be aware of any beliefs that 
may impact on the care of patients who 
may need a chaperone. 

Marriage and civil 
partnership 

No  

Pregnancy and maternity No  

Sexual orientation (e.g. gay, 
straight, bisexual, lesbian etc.) 

No  

A robust rationale must be in place for all protected characteristics. If a negative 
impact has been identified, please complete section 2. If no negative impact has been 
identified and if this is not a major service change, you can end the assessment here. 

I am confident that section 2 of this EIA does not need completing as there are no 
highlighted risks of negative impact occurring because of this policy. 

Name of person confirming result of initial impact assessment: Sarah Eddy; Advanced 
Nurse Practitioner, Gynaecology Outpatients Department.  

If a negative impact has been identified above OR this is a major service change, 
you will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/Templates/Section2FullEqualityAnalysis.docx
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Appendix 3. Referral to the Emergency Gynaecology Unit/ Early 
Pregnancy Unit Flowchart 

 

Patient presents to GP/ Emergency 
Department (ED)/ any healthcare 
professional. Link: EGU / EPU 
DIARY. 

For EPU- directly access the app 
and opt for EPU diary.  

For EGU- the healthcare 
professional discussed the referral 
with the on-call Consultant on 07467 
688341 or the overnight on-call 
Registrar.  

The Consultant then opens the 
online booking tool and gives an 
appointment for the next available 
EGU appointment.  

The referring healthcare 
professional then relays this to the 
patient.  

If the online booking tool cannot be 
access, then the Consultant/ 
healthcare professional can leave a 
message on the number below or 
email and the EGU administrator 
will contact the patient directly with 
date and time of appointment.   

If the patient is between 5- 14 
weeks pregnant with pain and/ or 
PV bleeding and requires EPU, the 
healthcare professional can directly 
book an appointment using the 
online booking tool and inform the 
patient of the appointment time and 
dare. The Consultant does NOT 
need to be informed.   

If there are any concerns with the booking or using the online tool, then a message 
can be left on 01872 252686 or email rch-tr.egu@nhs.net and the administrator will 
call the patient directly with an appointment.  

If the patient cannot receive an appointment in an adequate timeframe, then EGU/ 
EPU nursing team should be asked to find an alternative appointment. If patient is 
clinically unstable, they should attend ED, or if safe, straight to gynaecology ward 
01872 252090.   

https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapps.powerapps.com%2Fplay%2Fe%2Fcff0e37f-56a6-e3f6-8230-787feba49ba3%2Fa%2F945c607d-ce68-469e-9063-a5eec4a8c5b9%3FtenantId%3D37c354b2-85b0-47f5-b222-07b48d774ee3%26hint%3D92b8e0c5-1dd8-46dc-ad04-3a5c37712cef%26sourcetime%3D1709291515608%26source%3Dportal&data=05%7C02%7Csaraheddy%40nhs.net%7C8e3c1ebecf2e4ef4065408dc39e47444%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638448900554981189%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=XfQmhM9xf%2FQyGlbnYuO7MF5j2uy6Jp9RlrZDgx7rbDE%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapps.powerapps.com%2Fplay%2Fe%2Fcff0e37f-56a6-e3f6-8230-787feba49ba3%2Fa%2F945c607d-ce68-469e-9063-a5eec4a8c5b9%3FtenantId%3D37c354b2-85b0-47f5-b222-07b48d774ee3%26hint%3D92b8e0c5-1dd8-46dc-ad04-3a5c37712cef%26sourcetime%3D1709291515608%26source%3Dportal&data=05%7C02%7Csaraheddy%40nhs.net%7C8e3c1ebecf2e4ef4065408dc39e47444%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638448900554981189%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=XfQmhM9xf%2FQyGlbnYuO7MF5j2uy6Jp9RlrZDgx7rbDE%3D&reserved=0
mailto:rch-tr.egu@nhs.net

