
 

General information about the e-RS worklists 
 
The NHS e-referral worklists provides you with the latest information on 
patients you have e-referrals for. Maintaining the worklists allows you to view 
a full history of your patient electronic referral(s) and update the patient 
record (i.e. appointment dates / cancellations).  
As a general rule, if there is a UBRN (unique booking reference number) 
visible on a worklist this means it requires attention.  
 
The worklists are available once logged onto e-RS with your smartcard, and 

by 
clicking on the “Worklists” tab. They consist of four worklists that should be 
regularly maintained: 
 

 
 
  
Select the Worklist type, and then click on “Load”.  
 

 
Note: When the Worklists tab, is open, there are two filters (Filter by Referrer 
and Filter by Worklist), allowing the user to sort the referrals to view. Columns 
can also be sorted by clicking on each heading. 
 

How to maintain the e-RS worklist?  
 

Referrer action required - These referrals are under the duty of care of the 
referring organisation and include UBRNs that may have been rejected or 
cancelled. This worklist displays action to be taken by the referrer (i.e. the 
originating GP practice). UBRNs can be in this list for a number of reasons and 
there are a number of actions to be taken: 
 

Reason  Action  
Assessment Result A service running 
a Clinical Assessment Service (CAS) 
has recorded the result for the 
referrer to review  

Click on the UBRN, view the 
comments field (record comments in 
clinical system, if applicable) and 
then remove the UBRN from the 
worklist.  

 
 
 

     

 

Awaiting Booking / Acceptance worklist should be reviewed on a regular basis to 
ensure patients have booked their appointments and the UBRNs are cleared off the 
worklist.  
This worklist will display UBRNs that need monitoring with a referral status of (1) 
Booked, (2) Not yet booked, (3) Deferred to provider, (4) Cancelled by patient / 
provider. 

 
Note: Referrals will move on and off this worklist depending on the actions carried out on 

them. These actions may be made by the provider, patient or referrer 
 

Reason  Action  
Cancelled UBRN The patient may 
have cancelled the referral request 
OR the hospital has booked the 
patient outside of the e-RS system.  

In e-RS, click on the UBRN to view 
the cancellation reason (click on 
view history for more information); 
Record comments in clinical system, 
if necessary; Remove the UBRN from 
the worklist.  
If advised to refer to another service 
the referrer is able to ‘change the 
service’ - see Change Service guide 
or contact local Facilitator.  

DNA The UBRN for a DBS (directly 
bookable service) has been returned 
to the referrer.  

Process DNA OR Remove from 
worklist (check if clinical system or 
the Local Care Record for any 
evidence of a DNA).  
If processing, ensure you complete 
the mandatory fields and record any 
attempts to contact the patient.  

Rejected UBRN The service/clinic 
has rejected the referral  

Investigate the rejection reason: In 
e-RS, click on UBRN, click Actions, 
select View History to review 
comments by the provider. Check 
the patients’ record in clinical system 
and the LCR (Local Care Record).  
If advised to refer to another service, 
select Update/Book on the current 
UBRN; OR If the referral is no longer 
needed, cancel the request and 
record in the patients’ notes in 
clinical system.  



More information can be obtained by clicking on the UBRN number and selecting 
“View History”. This will show a timeline of actions in the left column, which can 
be clicked on for more information. (i.e. if the appointment has been booked, 
clicking on this entry displays the full details of the UBRN – date, time and who 
booked the appointment. 
 

Outstanding Referral Letters  

Referral letters must be attached to referrals within the NHS Digital set 
timeframe:  
 

2WW or Urgent referrals = 1 day (24 hours) 
Routine referral = 3 working days 

If the letter is not attached to the referral, the provider (i.e. hospital) will NOT be 
able to process the referral on their worklist until the letter has been attached. 
Hospitals can refuse to see a patient if the referral letter has not been received 
prior to the patient’s appointment. 

Advice and Guidance (A&G) requests and responses will be displayed in this 
worklist. If there are any A&G, select the UBRN to review. The A&G summary 
should be attached to the patients clinical system record; this can be done by 
saving or printing from NHS e-RS, then attaching/filing to the patients record. 
Depending on the A&G response, there are two options to choose from in NHS e-
RS A&G worklist: 
 

End Conversation or Refer Now 

Note: If an A&G request is initiated, the referrer must check the A&G worklist on a 
daily basis for the response. For more information, see the ‘How to request A&G’ 
guide. 

GP practices are expected to keep their e-RS worklists up to date on a regular basis, 
and ensure that any “stuck” UBRNs are promptly actioned. ‘Stuck’ UBRNs can refer 
to a  

- UBRN that is displayed in a worklist, but the patient has already been seen 
by the clinic;  

- UBRN where the patient has not yet booked their appointment;  

- UBRN which does not have a referral letter associated with it.  

GP practices should have an in-house e-RS process in place. If you require 
assistance with your in-house process, contact GP IT. 
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