Xxxxxxxxxx Medical Centre



Welcome to our practice. This information is designed to help you find your way around our practice and to deal with routine (and some non-routine) procedures.  We pride ourselves on being a friendly surgery: if you have a query that is not dealt with here, please do not hesitate to ask any of the receptionists, the Practice Manager, or one of the Partners; we shall be pleased to help you.


General

· Prescribing formulary -Please can you prescribe within our prescribing formulary? Details are in this folder.

· IDENTIFICATION -All Locum doctors are expected to have a proof of identification (e.g. Passport or current driving licence) and must have given us a copy of their medical indemnity cover certificate before any duties can commence. 

· STAFF TOILETS are located by the back door and upstairs next to the kitchen. 

· AT THE END OF YOUR SURGERY Please remember to sign prescriptions, do paperwork and answer any ‘practice/patient notes’ (see below).

· VISITS - Please check with reception on what visits you may be required to do.

· TRIAGE NURSE  - We have a TRIAGE NURSE at the practice. There may be times, especially if you are doing an on-call session, when she will need GP advice/intervention. As she has very full surgeries (and therefore significantly reduces the number of ‘extra’s), please can you give her your help when she needs it, so that her surgeries don’t fall behind?

· GETTING GOING WITH THE COMPUTER

· switch the computer on, click on ‘EMIS 2000’  

· at the command ‘Enter network password’  type ‘emis’

· Click on the desktop icon  EMIS LV for windows

· Next to UCI type ‘work’

· Enter your personal login ID and password, which you will already have been given 

· From the main menu select – ‘AP’

· Select (practice address)
· Select Locum 1 or Locum 2 for your session (you will know which is the right one as your name will be at the start of the session)

· CALLING PATIENTS   

· Lift the receiver on the telephone

· Press the page button

· Call the patient through

· DOCTORS’ CODES

      Dr. 

 

      Dr. 

 

      Dr.

· PRACTICE CODE:  xxxxxxxxxx
· TELEPHONE SYSTEM

· To make an outside call, press line 5 (this keeps the patients’ lines free) and dial the number (lines 1,2,3 & 4 can also be used).

· If you need to transfer a call, press the ‘Cnf/Trn’ button, dial the extension number and, when that extension picks up, replace the handset. 

 


Patient care

· QOF -Please can you deal with any ‘QOF’ alerts on patients, e.g. BP, smoking status, unless it is totally inappropriate during the consultation to do so.

· All consultations (including telephone consultations and home visits) must be recorded contemporaneously. 

· Laboratory and Radiology reports are available via the patient’s computer record. Go to MR, C, identify which report you want to view, press shift * and the number of the report.

· Patient Notes (PNs) - We deal with any patient queries through the EMIS Patient Note (PN) system (instructions attached). In the course of the day these will be sent to you (and will appear in blue in top right-hand corner of the EMIS screen). Please can you respond to these promptly by forwarding your response to the appropriate mailing list rather than the individual (otherwise if the sender has gone home, your answer may sit in his/her post box until his/her return)?

· Blood tests - Complete the appropriate form and ask the patient to make an appointment at the front desk.  Phlebotomy clinics are held at the surgery on Tuesday, Wednesday and Thursday mornings and also at xxxxxx Clinic. Alternatively the patient can attend xxxxxxxx Hospital (appointment needed for children attending xxxxxxxx Hospital).

· ECG - Not available at this surgery.  Give the patient an ECG form to attend the Cardiac Department at the xxxxxxxxxxxx Hospital between 10.00 – 12.00 noon Tuesdays and Fridays.  

· Fast track referrals – please complete a FAST TRACK REFERRAL FORM and give it to the secretaries upstairs who will fax to the appropriate hospital. Should a secretary not be available, please ask one of our receptionists to fax it for you. A supply of the fast track referrals forms are also kept upstairs in the secretaries’ bookcase in a blue lever-arch file ‘HOSPITAL REFERRAL FORMS ‘A-G’
· Impetigo & scabies are notifiable diseases and need to be notified to the Health Authority 

· Injections – if you give an injection/vaccination during surgery, please do a PN to xxxxxxxxxx who will do prescriptions and any necessary claims.

· Psychiatric / CPN  referrals - Tel: 88888888. CPN’s will take urgent referrals by telephone – very useful.

· Pregnancy termination request

If you feel that a referral is appropriate, YOU MUST please complete your part of the blue HSA1 form and write a referral letter (and pass both to the medical secretary). We always try the NHS first but depending upon availability and the patient’s LMP date, we may have to use BPAS. If  BPAS funding is required, we need to know if the patient works full-time/part time and if they are willing to pay the £65.00 consultation Fee. 

 Please provide the secretaries with an LMP date. If patient is unsure, a dating scan needs to be arranged. However, if we cannot use the NHS route, BPAS will arrange the scan.

Always ask the patient for a contact telephone number and please ask the patient to contact the secretaries the following day.  

· Referrals/Secretarial support
We have two medical secretaries who work Monday to Friday 9am to 2pm. 

We operate Choose and Book referrals. Please discuss choice of hospitals with the patient and issue the patient with his/her UBRN and password. Please advise the secretaries that you have done this when you give them your referral tape.

If there is no Dictaphone in your room, please ask one of the receptionists who will get you a spare one. Dictation tapes are available from the secretaries’ desk (upstairs in admin room).  When you have finished your dictation, please write the following on the white card inside the plastic wallet: 

· Whether the referral is urgent or routine

· The name of the patient 

· Their EMIS number 

· The speciality to which the referral is to be sent

· Please leave the tape on the secretaries’ desk for them to deal with

Physio referrals: please encourage patients to use Physio Direct (if appropriate) rather than do a physio referral.Details of this service are in the pack.

· Smoking Cessation: you need to fax over a referral form to Smokestop. Copies of the form are in the pack – if you use the last one please ask the Secretaries to give you some replacement forms.
·  Warts/veruccas -  Prescribe the appropriate medication or OTC medication. Alternatively, if patient not happy with this option, the practice runs a monthly cryotherapy clinic. Patient, on GP referral, should make an appointment at reception.

· Minor surgery procedures, eg injections, incisions/excisions, are done in-house. Please ask patient to make an appointment at reception.

ANY QUERIES REGARDING SESSIONS AND PAYMENTS? - please contact xxxxxxxxxxx
Please feel free to ask any of the doctors if you have any other queries



Emergency Procedures

· EMERGENCY RESUSCITATION EQUIPMENT is kept in reception in the alcove.

· FIRST AID BOX AND ACCIDENT BOOK are kept in reception in the appropriately marked cupboard

· FIRE PROCEDURE - ensure you are familiar with attached practice procedure and the location of fire exits and fire fighting equipment. 

· SECURITY – there are panic buttons under the desk top in each consulting room. To activate these, you need to press the two red buttons by inserting two fingers. This is a silent alarm which activates an immediate police response. 
· NEEDLE-STICK INJURY – please contact Occupational Health (IMASS) for advice. Sharps injury protocol can be found in the Health & Safety folder in the Treatment Room.


General policies

· Infection Control Policy, as previously mentioned, can be found in the Health and Safety folder in the Treatment Room. 

· Clinical Waste  be disposed of in yellow bags and all non-clinical waste must be disposed of in black bags. 

· Confidential waste should be put in the grey wire waste bin in the consulting room.



Information contained in this folder

· Basic guidelines for prescribing

· Internal telephone extensions

· Useful telephone numbers

· Sample of blood test form

· Sample of X-ray form 

· How to enter a consultation in EMIS

· How to send/receive a Practice Note (PN)

· Details of the HV service

· How to make a Choose & Book referral

· Physio Direct

· Smokestop referral forms

