
 
 
How to make 2 week wait (2WW) referrals  
 
For the 2WW referral process to be safely managed, practices must:  
 

 have a named person/s responsible for running the Two Week Wait Enquiry 
on a daily basis to ensure that all unique booking reference numbers (UBRNs) 
associated with urgent referrals for suspected cancer and breast symptoms 
are promptly converted into confirmed appointments. To view all 2WW 
referrals made by the practice/GP, single click the ‘Urgency’ column heading.  

 ensure contingency plans are in place for instances where the patient does 
not make their choice at the time of the consultation or is not present when 
the referral is made.  

 
Referral process  

 It is essential that the patient’s UBRN is converted into an appointment 
quickly.  

 

 The referrer should assist the patient in making a booking at the time of the 
decision to refer.  

 

 The referrer must check that the patient has made an appointment. This is 
especially important if the patient decides to delay booking a 2WW 
appointment.  

 
Once is it determined that a 2WW referral is required, the process below should be 
followed: 
 

1. The referrer must inform the patient of the reason for the referral 
Inform the patient that they are being referred in order to ‘rule out the possibility of 
cancer’.  
 

2. Create your referral as normal in Emis Web 
Select a priority of ‘Two week wait’ in e-Referrals (Using the 2WW priority is 
important - it ensures that all available appointment slots are visible and that other 
functionality, such as worklists and enquiries, includes these patients.)  

3. Select ‘2WW’ as the specialty and then the appropriate ‘Clinic Type’ 
from the drop down menu and search for services.  

Depending on the local situation these could be on the primary or secondary menu 
(‘Search Primary Care’ or ‘Search All’). 

4. Choose the appropriate 2WW service 
 



5. Ensure that an appointment is booked 
The referrer can delegate this task to other members of the practice team if 
necessary. If the service is ‘Directly Bookable’, the practice should assist the patient 
to confirm an appointment with the 2WW service before they leave the practice.  
 

6. Give the patient their appointment confirmation and password 
Inform the patient of the importance of attending this appointment and that they 
should avoid changing this appointment. 

7. Add the referral letter/2WW proforma within 24 hours of creating the 
appointment request/confirmation 

In the case of technical difficulties or no slots being available, you should press the 
‘Defer To Provider’ option on the bottom right hand corner of the screen. The 
provider will then be alerted that your patient needs an appointment. The provider 
will contact the patient.  
 
What should happen when the patient is not present?  
Sometimes the patient may need to leave the practice prior to the appointment being 
made or the patient may not be physically present at the time of referral (for 
example, when a test result or X-ray suggests the need for action). In such cases, it 
is the responsibility of the referrer to ensure that the patient books their appointment. 
 
The practice should firstly try to contact the patient by phone to agree a convenient 
date and time. If they are unable to make contact, then they should book an 
appointment for the patient who will then need to be advised of the arrangements 
made for them without delay, explaining how the appointment date and time can be 
changed.  
 
Booking online and via the Appointments Line (TAL)  
It is strongly recommended that the 2WW appointment is booked in the practice 
whilst the patient is present. However, there will be instances where this is not 
possible (for example, when a patient needs to agree a date and time with a carer). 
In these circumstances the patient is able to book their appointment using the TAL or 
online. 2WW Referrals Reminder letters are automatically generated and sent to all 
patients that have not booked two days after the UBRN is created and then a further 
three days from the first reminder. 
 


