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Practice Manager   

• Print the Primary Sense Health Assessment Report to identify overdue and eligible patients for health 
assessments (75+ and IHAs). 

• Review appointment timings and consider increasing time to accommodate ACP introduction. 
• Agree billing arrangements (e.g. Level E or other). 

 

Reception Staff 
 

• Notify the patient about the health assessment and provide them with an appointment. 
• When the patient attends their appointment, provide them with an ACP leaflet. 
 
 

Practice Nurse 
 

• Introduce ACP as part of the health assessment process. 
• Check if the patient has already completed any ACP documentation. 
o If so, assess if the patient would like to review it and if it has been uploaded to My Health Record. 
o If not, provide the patient with WA ACP documents/guides. 

• Document the ACP discussion in the patient’s clinical notes and complete relevant fields within the 
clinical software. 

• Add a recall for annual health assessment including review ACP discussion/review documents. 
 

General Practitioner 
 

• After the health assessment is completed, assess concerns regarding the patient’s current health 
issues and future health planning. 

• Offer a return appointment in an agreed time frame to complete ACP documentation. 
• Document the ACP discussion in clinical notes. 
• Upload the “Shared Health Summary” to My Health Record. 

Reception Staff 
 

• Book a return appointment for the patient and flag ACP. 
 

Advance care planning (ACP) process 
Routine health assessments in general practice 
 
Appointment one 
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Practice Nurse 
 

• Document in patient’s 
health record that patient 
has declined to complete 
ACP documents. 

• Complete relevant clinical 
data fields. 

• Flag annual health 
assessment to include a 
review of ACP discussion 
in 12 months. 

 

Patient attends the return appointment 
 

Advance care planning (ACP) process 
Return appointment and completion of documents 
 
Appointment two – return appointment 
 
 
 
 

Reception Staff 
 

Send the patient a reminder about the return ACP appointment – the message should prompt the patient to bring 
ACP documents and advise that a family member/carer is welcome to attend the appointment. 
 

Patient declines the 
return appointment 

  

General Practitioner 
 

• Meet with the patient to review ACP documentation and assess 
whether decisions regarding future care are deemed reasonable. 

• Ensure that the documentation is completed in black ink, written 
legibly in English, and does not contain a request for VAD. 

• Confirm that the patient understands all the information. 
 

General Practitioner and Practice Nurse/Nurse Practitioner 
 

• General Practitioner signs the completed form, which is witnessed by 
Practice Nurse/Nurse Practitioner. 

• Update clinical software – tick “Yes” in ACP tick box on front page of 
the patient’s notes. 

• Ensure a recall/reminder has been added to review completed ACP 
documents in 12 months. 
 

 

Points for consideration 
 

• Consider MBS item utilisation, 
including how will patients be 
informed about possible  
out-of-pocket costs relating to 
ACP completion? 

• What will the impact be on  
non-clinical staff? 

• How will new staff members be 
inducted into their roles and 
responsibilities relating to ACP 
promotion in your practice? 

• How will your practice use this 
strengthened approach to the 
promotion of patient choice to 
support quality improvement (QI) 
and accreditation requirements?  

• In your practice, is it usual for 
nursing staff to sign documents? 

Reception Staff 
 

• Scan and import completed ACP documents into practice software 
(refer to guidance document). 

• Alert clinical staff to upload completed ACP documents to My Health 
Record (MHR) with patient permission. 

• Provide the patient with original copy of completed ACP documents. 
• Provide the family member/carer with a copy, if applicable. 
• Provide the patient with AHD alert card to keep. 
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