THINGS TO DISCUSS OVER THE FIRST 2 WEEKS – PRACTICE STUFF


THE PRACTICE 

· The local geography 

· The demography 

· Out of area patients 

· Our educational philosophy - why we train

DAILY ROUTINE

· Telling someone when you arrive and leave (?PM) 

· Contacting you when you are not in surgery (?PM)

· Daily routine - your intray, internal emails, external emails, reading letters (paper/scanned), organising visits 

· Telephone Consultations 

· Visits - triaging, how to log on, assigning doctors etc 

HOW THINGS WORK IN THE PRACTICE 

· Who's who and who does what 

· Patient call system 

· Panic button 

· Mobile phone (On Call for the Surgery) 

· Incoming letters (Workflow)

· The different types of patient consultations - direct face to face, telephone, ?email. Asking a patient to telephone for results rather than making an appt - pros & cons of each; discuss 

· Repeat prescriptions & Prescribing 

· Telephone messages

· ONCALL : Co-op Sessions (OOH), Daytime On-Call, Saturday On Call

· Acute Admissions: - Ring HO/SHO on call for specialty. If ambulance needed – phone (will be asked degree of urgency). Write letter on practice notepaper (and enclose summary patient printout sheet). If patient seriously ill consider staying until ambulance arrives. 

· Chaperones

CLINICAL MATTERS

· Blood tests (lab forms & bottle), investigations, physiotherapy etc

· Patient information leaflets 

· Protocols & Templates for management of some conditions - Asthma, Diabetes, Hypertension, IHD, UTIs etc 

· Prescribing: Acute – computer, handwritten; Repeat – normally 1- 2 monthly supply up to 6 repeats, how reviewed, practice formulary, BNF electronic, MIMS

· Emergency Drugs & Equipment

· Death Certs & Crem Forms

· Special groups of patients - problem drug users, Women's Refuge, homeless people, travellers, asylum seekers, ?gay community

· GPR attitude to requests for TOPs and emergency contraception

ADMINISTRATIVE MATTERS 

· Check signing of work contract

· Discuss leave - yours and mine

· Discuss maternity, paternity and parental leave

· Hep B immunity status (check); tick if up to date
IT & COMMUNICATION incl referrals 

· Important telephone numbers - hospital, partners, GPR's; EMIS phone directory (from the main screen : DT, F) 

· Record Keeping & the clinical computer system 

· Read coding - only code when something is a certainty

· Pathlinks, results. keeping on top of it.

· E-mail (internal and Internet based) 

· Web resources: www.bradfordvts.co.uk, www.yorkshiredeanery.com, www.rcgp.org.uk, www.nosa.org.uk, www.bma.org, www.gpnotebook.co.uk, www.patient.co.uk, www.google.co.uk, bandolier (http://www.jr2.ox.ac.uk/bandolier/) , PACE online (http://www.learnonline.nhs.uk/pace/pace_guidelines.asp)

· Pigeon holes and Intrays - yours, others, outgoing mail etc 

· Communication - tell permanent docs about regular patients, tell partners about complex new patients, note in home visits screen if you're not available as normal, note on board when you're IN and OUT, tell HV team about children/parents with important problems

· Dictating letters - tape plus paper listof names on envelope - take care with patients' identity. Where to put signed letters.

· Referrals: Antenatal, Counselling, Hospital, Direct Access & Locality clinics; attitude to requests for TOPs and emergency contraception , Domicillary requests, Community Physio

· Private Referrals : If patient requests a private referral ask if prefer a specific Consultant, Otherwise recommend one of your choice (or ask a partner). Refs – Yorkshire Clinic handbook List of BUPA Elland Consultants 

· keyboard skills - Mavis Beacon Teaches Typing 

EQUIPMENT

· Check doctor's bag and drugs (drug stock & dates check) 

· List of available equipment in GPR room – auroscope, ophthalmoscope, tendon hammer, tuning fork, sphyg, stethoscope, fluorosciene, VA charts, PEFR metres, dermatome chart, weight scales, height measure, tongue depressors, sonicaid, urinalysis sticks, glucometer, speculum

· Others – audiometry, proctoscopes, spirometry, sigmoidoscopes, arterial dopplers, 24h BP monitor, preg tests, cautery, cryo, curettage, autoclave, centrifuge, microscope 

· Housekeeping - cleaning used vaginal specula, disinfecting Peak Flow mouthpieces, auriscope specula

· video camera, tapes, monitor , manuals

OTHER

· Caution about who you leave alone in your room 

· FEES : Crem fees (and any other private fees) 

· F badge 

· Partners Meetings & Confidentiality 

· Forms: Sick notes – Med 3, Private notes, Crem. Forms, Insurance Forms 

· Personalising your room 

· DISCUSS GPR's FEARS - reassure.
Signed  _________________________________________ (Trainer)                      Date __________________

GPR NAME : _____________________________________
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