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1. Purpose  

The purpose of this SOP is to:  

 Ensure tasks sent and received within the clinical system are managed in a 

timely manner  

 To ensure efficiency and mitigate any risks of tasks not being received  

2. Process (Systmone) 

Tasks set up within each clinical system will be different as this is based on local 

requirements.  It is important to identify the relevant task groups and types and assign 

to the relevant responsible person.  

 The appropriate designed person within the practice will check the clinical 

system each morning and afternoon to monitor task inboxes.  

o All red flagged tasks should be reviewed every three hours to assess the 

urgency and nature of the task and action as appropriate 

 The unassigned task inbox must be reviewed twice daily and re-directed as 

appropriate  

 The status of the task must be updated regularly to indicate that they have been 

started, seen but not started or complete 

o When updating a task a due date should be listed in the comments.  This 

will support ensuring all tasks are picked up in a timely manner.  

 If a task is being sent to another appropriate person or group, the task must be 

updated and MUST NOT be marked as complete as this will not send the task 

to the person  

 Tasks can be used with external services with access to the system e.g., health 

visitors and community matrons.   

o Sending tasks in patient records should be done with care and 

consideration, taking responsibility to the nature and wording of the task 

is appropriate.  

 Tasks should not be deleted as important information and audit trails can be 

lost.     
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Tasks received in inbox

Staff check inbox and action tasks 
daily

Daily reminders are sent via emails 
and messages to all team members 

to ensure tasks are cleared

Management team track tasks daily 
and weekly in the weekly pack

Tasks and action are recorded in 
patients' notes

Completed tasks are marked on 
EMIS as complete



Page 5 of 6 

Cauldwell Medical Centre & Leighton Road Surgery  
 

 
 
 
  

Tasks are sent to relevant 
user groups

Staff member goes to 
patient record and clicks 

on task

Select recipient

Select task header

Write message and click 
send. Reg flag if urgent

Task received by recipient

Task actioned

Actioning of tasks is 
reviewed by Line Manager 

through 1:1 meetings
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Tasks are sent to 
admin pool list to 

which all admin have 
access

Pool list is checked 
daily

Tasks are sent from 
pool list to relevant 

clinicians

Tasks are reviewed 
daily by PM or DPM

Overdue tasks are 
discussed in admin 

meeting

Taksks owned by 
specific individuals 

are discussed at 1:1s


