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Description automatically generated]Summer Holiday Closure Planning Checklist
Operational checklist and guide 2025/2026
For additional support or information regarding summer planning, email shannon@aucklandpho.co.nz 
	DECEMBER CHECKLIST 

	☐	Finalise holiday opening hours, staff rosters, and designated contact people in the practice

	☐	Finalise Patient Portal appointment slots to match opening hours

	☐	Prepare and add the clinic’s open/close information update for Healthpoint, social media, phone message (see Sample Phone Scripts below), and in the waiting room
[Te Whatu Ora require Healthpoint to be updated by Tuesday December 2nd]

	☐	Prepare and recommend out of office email replies for staff 

	☐	[Recommended] Establish a reciprocal arrangement with another local practice who is open during the holidays

	☐	[Recommended] Contact local Urgent Care after-hours services (Urgent Care, A&M) and confirm practice hours and emergency contact details for the practice

	☐	Review and update (if required) practice emergency safety procedures, then brief the practice staff

	☐	Test virtual/telehealth and remote consultation capabilities of the practice clinical team

	☐	Review and update (if required) the practice Business Continuity Plan (BCP), ensuring copies are available both on-site and off-site 
(Sample BCP included in the email) 

If changes are made to your BCP, please send an updated copy to emma@aucklandpho.co.nz 

	☐	Update external contact list (i.e., PHO contact person, EBOS, Awanui Labs, plumber, etc.)

	☐	Update Internal contact list i.e., staff/locums, practice owner (s), next of kin

	☐	Review and finalise transfer of care protocols for the summer period (i.e., Palliative patients, LTC patients) 

	☐	Identify “At Risk Group” and inform them of Christmas/New Years Repeat Prescriptions Procedure

	☐	Check that “Your Health Summary” is accessible (dependant on PMS)



	PRACTICE IS OPEN DURING CHRISTMAS AND NEW YEAR PERIOD

	☐	Ensure that complex, frail, and at-risk patients have ongoing and proactive support from whom?

	☐	Cold chain breach – first point of contact is Auckland PHO (09) 379 4022

	☐	Submit CPI export before 9 January 2026 (Medtech and MyPractice PMS systems only)
CPI export dates are 1 October 2025 – 31 December 2025

If key staff are away, ensure that an alternate person has permission/access/knowhow to do this 



	PRACTICE IS CLOSED FOR CHRISTMAS AND NEW YEAR PERIOD

	☐	Check closed status is active on Healthpoint, practice website and social media

	☐	Attach front door notice with opening hours, after hours phone numbers and alternative services (including available telehealth services). 

	☐	Set appropriate telephone message (see Sample Phone Scripts below)

	☐	Ensure that complex, frail, and at-risk patients have ongoing and proactive support OR have been given a support plan – or the family have the GP’s mobile or know how to contact someone

	☐	Ensure clear communication to patients of health services available during the Christmas and New Years Period (ie., GP, Pharmacy, and other providers who are open over Christmas and New Years)

	☐	Notify regular suppliers and local health service providers (GPs, Pharmacists, and other providers) of practice closure and who the emergency contact person is for the practice.

	☐	PRIOR TO PRACTICE CLOSURE - Practice submits CPI export at the close of business on the last working day for the year. (Medtech and MyPractice PMS systems only)
CPI export dates: 1 October 2025 – [Practice Last Working Day of 2025]

If key staff are away, ensure that an alternate person has permission/access/knowhow to do this export. 



Sample Phone Scripts
	PRACTICE OPEN

	Welcome
	Kia ora, you have reached [Practice Name]

	111 Advice
	If this is an emergency, please hang up and dial 111 for an ambulance. 

	Xmas/New Years hours
	[Practice Name] hours have changed for the holiday season. [Practice Name] is closed on Xmas Day, Boxing Day, New Year’s Day and January 2nd . 

	Alternative care
	On these days, please seek medical attention from [clinic name, address, phone]. Their hours are [day to day], [hour to hour].

Alternatively, the nearest urgent care clinic is [clinic name, address, phone]. Their hours are [day to day], [hour to hour].

	Patient portal
	If you’d like to book an appointment or send a non-urgent message to the practice, please login to the patient portal, [portal name]. 
We will attend to your message upon return, [re-open date].

	Sign off 
	For all other queries please contact us during opening hours. 



	PRACTICE CLOSED

	Welcome
	Kia ora, you have reached [Practice Name]

	111 Advice
	If this is an emergency, please hang up and dial 111 for an ambulance. 

	Xmas/New Years Closed period
	[Practice Name] is closed from [date] and reopens at [time] on [day], [date].

	Alternative care
	During this time, please seek medical attention from [clinic name, address, phone]. Their hours are [day to day], [hour to hour].

Alternatively, the nearest urgent care clinic is [clinic name, address, phone]. Their hours are [day to day], [hour to hour].

	Patient portal
	If you’d like to book an appointment or send a non-urgent message to the practice, please login to the patient portal, [portal name]. 
We will attend to your message upon return, [re-open date].

	Sign off 
	For all other queries please contact us during opening hours. 



Page 2 of 2
image1.jpeg
(i
N

AUCKLAND




