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You have an option to give all the information above.
Or select your preferred option of changing the appointment - by phone or
ask the person to come to the Practice.

Please note that an interpreter has been booked for this appointment.
If you need to change your appointment, please let us know as soon as possible.

To change your appointment, you need to ask someone who can speak English
to call

on telephone

OR you need to come in person to
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Insert Name of Practice

You have an option to give all the information above.
Or select your preferred option of changing the appointment - by phone or
ask the person to come to the Practice.

It is very important to inform us if you are not able to attend your appointment.

Failure to inform us that you will not be attending your appointment means that your
appointment slot was not given to another patient.

Please note that an interpreter was also booked for this appointment. NHS Grampian still
has to pay the interpreting cost even if you did not attend the appointment.

If you need to book a new appointment, you need to ask someone who can speak English to
call on telephone OR you need to come in person to
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use face to face interpreter or telephone interpreter service for
non-English speaking patients. It is helpful if you let us know that you require an interpreter
so staff can allocate the correct length of appointment for you.
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We understand that it may be difficult for you to book an appointment over the phone if
English is not your first language, so we welcome enquiries made in person at
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If you are late for your appointment, you will be asked to make another appointment.
Healthcare or medical staff will not see you. The reason for this is so that other patients are
not kept waiting if you are late.
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It is important to inform us that you have to cancel your appointment (a few days before or
on the day of the appointment).

Failure to inform us as soon as you know that you are not able to attend your appointment
means that your appointment slot cannot be given to another patient.
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HOW TO CANCEL YOUR APPOINTMENT
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If your English is not good, you can simply phone us on by giving the following
information: your name and appointment date.

You can say in English, “SORRY, CANCEL APPOINTMENT FOR __(name)__, DATE
APPOINTMENT ’
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You can also ask an English speaking person to phone and cancel the appointment

on your behalf. They need to give your name and appointment date.
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appointment by email
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Send an email to __and write in English “Cancel appointment,
(your name and appointment date)”
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CANCELLATION OF APPOINTMENT
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We are very sorry to cancel your appointment on
Please come in person to to make a new appointment.

OR

You can also ask an English speaking friend to help you arrange a new appointment by
phoning us on .

Sorry for the inconvenience caused.

Yours sincerely,



