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Appointments

Policy	Appointments are scheduled in a timely manner to maximise efficiency.

Definitions	An appointment is an arrangement made between employees of the organisation, or an employee and an external party, such as a community member.

	An unscheduled visitor is a visitor who has no appointment.

Double booking is when an employee is booked for more than one appointment at a time.

The Appointments Diary refers to the paper-based diary maintained by an Administration Officer.  

	The electronic system refers to the electronic diary maintained by employees on their own behalf. 

Procedure
Access to appointment systems
	The Administration Officer must have access to each employee’s diary to check if employees are available at particular times.  

If electronic diaries are not available to employees, they should record their appointments in a central location, e.g. on a whiteboard. This helps to ensure staff are not double booked by the Administration Officer.  

Availability of employees
Employees:
	Record ‘work’ or ‘personal appointment’ in the electronic diary or on the whiteboard to make time unavailable.


Appointments with external parties
Employees:
	Advise the Administration Officer of all appointments involving external parties so that they can be recorded in the Appointments Diary. This ensures that the Administration Officer is aware of all scheduled visits to the organisation. 

Notify the Administration Officer of all visits and any cancellations.


Scheduling appointments
Administration Officer:
	Check the availability of the employee in the electronic diary system or on the whiteboard.

Negotiate a time convenient for both the visitor and the employee to meet.  
Include the following details in the appointment entry:
	who will be going to the meeting

where the meeting will be held
purpose of the meeting
what time the meeting will be held
how long the meeting is planned for.

Employees:
	Enter all appointments into the electronic diary or on the whiteboard as well as personal diary.

The appointment entry should include the following details:
	names of person/s who will be present

appointment venue 
nature of appointment or reason for appointment
approximate time needed for appointment.
	Notify the Administration Officer of all appointments involving external parties so that they can be entered in the Appointments Diary.


Recurring appointments
Enter recurring appointments (those which occur regularly) in the diary system for the entire period in which they will take place.

Arrival of external parties for appointments
Administration Officer:
When a visitor arrives for an appointment, tick their name in the Appointments Diary.  
	Ask the visitor to take a seat in the waiting area and inform the relevant employee of their arrival.

When the employee is available, give the visitor directions to the relevant office or work area.


Late appointments
Administration Officer:
	If a visitor arrives late for an appointment, check the employee’s diary for the next appointment.  

If there is little time available, inform the employee of the visitor’s arrival and their next appointment. It is up to the employee to decide how much time to spend with the visitor.

Interruptions
Employees:
	Do not interrupt an appointment unless the matter is urgent.  

If the matter is urgent, write a note about the urgent matter.  
Deliver the note by knocking on the employee’s door (if relevant), excusing yourself and placing it on their desk. It is then up to the employee to respond to the note.

Unscheduled visitors
Visitors without appointments can include:
	salespeople
	employees/volunteers from other community organisations and government departments

relatives or friends of an employee
	community members.


Administration Officer:
	If salespeople arrive, ask them to make an appointment for another time if considered appropriate by the organisations.

If charity collectors arrive, ask them for a copy of their promotional material. Tell them that the information will be brought to the attention of the relevant employee, and the salesperson will be contacted.
If a relative or friend of an employee arrives and asks to see that person, contact the employee to see if it is convenient for them to see the visitor.
If a representative from another community organisation or government officer arrives and asks to see an employee, find out their name and the reason for their visit. Then contact the employee, giving details of the visitor and ask if it is convenient for the employee to see them.  
	If it is convenient, give the community member/government officer directions to the work area of the relevant employee.  
If it is not convenient, ask the community member/government officer to make an appointment for another time. However, keep in mind that some government officers are authorised under legislation to make unscheduled visits and access needs to be accommodated under these circumstances.

Related documents	
Appointments Diary 

