
Process flow without using hearmenowchecks.com 
Pre-Annual Health 
Check  Appointment:

•Check for 'due' patients
•Schedule the AHC and 

send out a pre-AHC 
questionnaire
•Ensure patients 

understand the AHC 
process

Annual Health Check 
Appointment:

•Review physical and 
mental health, 
screening, vaccination 
status, and medications
•Ensure all reasonable 

adjustments are made
•Consent is obtained for 

sharing information
•Record all information 

in the medical record

Learning Disability 
(LD) Register:

•Review the register to 
ensure all patients with 
a learning disability are 
included
•Regularly update and 

add new patients who 
are eligible

Reasonable 
Adjustments:

•Pre-Appointment: 
Identify communication 
needs, offer visits to 
familiarise the patient 
with the environment, 
and discuss any 
stressors
•At Appointment: Allow 

extra time, use 
communication tools 
(e.g., stop cards), and 
consider separate 
procedures if necessary
•Record and flag 

reasonable 
adjustments in medical 
record

Review:

•Conduct follow-up 
appointments to check 
the patient's progress 
against the HAP
•Reviews can be done 

face-to-face or via 
phone, ensuring 
continued support for 
the patient

Health Action Plan 
(HAP):

•Summarise key actions 
from the AHC, agree on 
health goals with the 
patient, and share the 
HAP in their preferred 
format
•Book follow-up 

appointments to 
monitor progress

Unable to contact 
by preferred method

•Send letter & leaflet
•Attempt contact x 3
•Utilise other 

opportunities to book 
appointment (make 
every contact count)

Notify LD lead

•Ensure all invitations 
and non-responses are 
recorded on the 
medical record
• Inform LD lead

Clinical risk assess

•Assess risk of non-
attendance
• Liaise with other 

services
•Set next recall attempt

Patient contact 
process



Process flow using hearmenowchecks.com 
Pre-Annual Health 
Check  Appointment:

•Review dashboard for 
'due' patients
•Contact/invite  patients 

to book the AHC 
appointment
•Record the date in the 

system
•Ensure patient 

understands the AHC 
process
•Send the pre-AHC 

questionnaire to the 
patient via the system 
(or print PDF for paper 
copy)
•Send reminders and 

prompts via system

Annual Health Check 
Appointment:

•Review physical and 
mental health, 
screening, vaccination 
status, and medications
•Ensure all reasonable 

adjustments are made
•Consent is obtained for 

sharing information 
where applicable
•Record all information 

in the appointment form 
on the system & send to 
medical record

Learning Disability 
(LD) Register:

•View the practice 
dashboard
•Review the register to 

ensure all patients with 
a learning disability are 
included
•Regularly update and 

add new patients who 
are eligible

Reasonable 
Adjustments:

•Pre-Appointment: 
Identify communication 
needs, offer visits to 
familiarise the patient 
with the environment, 
discuss other 
adjustments
•At Appointment: Allow 

extra time, use 
communication tools 
(e.g., stop cards),  and 
consider separate 
procedures if necessary
•Record and flag 

reasonable 
adjustments in medical 
record

Review:

•Conduct follow-up 
appointments to check 
progress against the 
HAP
•Reviews can be done 

face-to-face or via 
phone, ensuring 
continued support for 
the patient
•Complete and add new 

goals in the system
•Record date of reviews

Health Action Plan 
(HAP):

•Summarise key actions 
from the AHC, agree on 
health goals, activities 
and measures
•Enter Goals and 

activities onto the 
system
•Add time frames and 

support needs
•Share the HAP in their 

preferred format
•Book and record follow-

up appointment to 
monitor progress

Unable to contact 
by preferred method

•Send letter & leaflet
•Attempt contact x 3
•Utilise other 

opportunities to book 
appointment (make 
every contact count)

Notify LD lead

•Ensure all invitations 
and non-responses are 
recorded on the 
medical record
• Inform LD lead

Clinical risk assess

•Assess risk of non-
attendance
• Liaise with other 

services
•Set next recall attempt

Patient contact 
process
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