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EDUCATIONAL PHILOSOPHY

Our Mission Statement: 

"To provide a high quality General Practice training attachment in a stimulating, enjoyable and supportive environment"

Teaching Time

We will provide two hours individual [occasionally pairs or larger groups] teaching tutorial time per week with an extra forty minutes for "baggage checks" and record-keeping.  This should ALWAYS happen, barring very unusual circumstances.  Please help make the most of this time by:

1 Keeping an Educational Diary

2 Feeling Free To Influence The Format And Content

3 Preparing Ahead For Tutorials

In addition there will be 30 minutes per surgery buffer time for hot teaching.

You should be aware of cover from a named partner at all times [which will be highlighted on the GP timetable and on your EMIS surgery list] and should not have any hesitation in asking for advice.

Study Leave

We encourage all registrars to take the full entitlement of 30 days study leave per year.  Some of these involve the day release course, which we consider an essential part of your training.  There are a number of deanery study days – discuss these with your peers and the trainer.  The introductory courses also take up some of this time.  Thirty days is not a lot – plan your use of these carefully, bearing in mind your educational needs.  Also remember the needs of minor surgery, child health surveillance and family planning regulations, and the demand of examinations.  If you feel you need more study leave discuss this with your trainer.

When you are planning study leave make sure it is appropriate within the practice.  Almost always it will be, but you are now in a team and cannot assume you won’t be missed.

Commitment

We aim to be an enthusiastic, well-organised practice providing good quality care – at least most of the time!  This requires commitment and we hope you can join with us in that philosophy. 

Workload

You will never be asked to do more than any partner.  Usually it will be considerably less.  The educational process is more important than the service commitment, although the latter is significant and at times may be crucial. Always discuss with your trainer if you feel your workload is too heavy.  Toward the end of the year you should expect to sample the ‘real’ world, with a workload similar to that of a partner.

Sickness

If a GP Registrar has 14 days or more of sickness it is a statutory requirement for the trainer to inform Barlow House.

The Future

We are a developing practice and are always looking to improve what we do.  You can help here by feedback to us all.  We love to hear about what we do well but we are keen to know where we can do better – if you tell us then the next patient or registrar will benefit.  Please speak up.

We aim to enjoy what we do-  

DONT WORRY, BE HAPPY!

PRACTICE INFORMATION

	Name Of Practice coastal medical group

	Practice Manager MRS kim jones
	Practice Identifier (For Lab Results Etc) Y01008

	General Practitioners
	Special Interests

	Dr t bell
	diabetes

	Dr n chase
	Fifth year medical students/ diabetes/registrars

	Dr r docton
	medical geriatric care

	dr a dodd
	Family Planning.

Gynae/ Womens health/
FY2 Doctos/fourth year students

	DR C EVANS
	education/registrars


	DR A GAW
	prescribing lead for PCT

	Dr M GREALY
	fourth year medical students

	DR D KNAPPER
	clinical governance
respiratory lead for practice

	DR A MACLEOD
	oncology

	DR A MADDOX
	gp registrar trainer

	DR M PEAT
	dermatology.  Occ Health. Ionising Radiation medicals/
fy2 doctors

	DR R SYKES
	cardiology. rheumatology.  practice management. QOF

	DR E SYLVESTER
	second year medical students

	DR A TOWNLEY
	ppds/ gp appraisor

	Practice Telephone Number 0845 634 5634
	E-Mail kim.jones@gp-y01008.nhs.uk

	PCT Name nORTH LANCASHIRE
	Dispensing no 

	Training Practice?
	y
	Medical Students?
	y
	Nurse Practitioner?
	y
	Practice Formulary?
	N*


· Note we follow the PCT guidelines

MANAGEMENT

Janet Jones – IT & Health & safety

Stella Eccleston – Patient & Staff Liaison Manager

Lorraine McCoskrie – Human Resources & Training Manager 

TELEPHONE AND EXTENSION NUMBERS

INTERNAL EXTENSIONS:

Please refer to the telephone directory attached.

EXTERNAL NUMBERS:

	Police
	63333
	Health Visitors 
	405710/711/712

	RLI
	65944
	District nurses
	405723

	Drug Team
	846106
	Alcohol team
	846106

	Coroner
	01772 821 788
	Mental Health
	68743


CLINICS HELD AND PROCEDURES FOLLOWED

Please note, we do not hold specific clinics for chronic diseases, appointments are made with relevant health care professional on adhoc basis following nurse appointment guide.  We run a recall system to invite patients on chronic disease registers to attend for annual (or more frequent) review.

	Cytology
	With nurse by appointment

	Family Planning 
	With nurse by appointment

	Home Visits
	Done by visiting doctor.

	Immunisation/Well Baby Clinic
	MHC 1.30pm – 4.00pm Monday by appointment for immunisations.  
HHC 9.10am – 11.00am Friday by appointment for immunisations.

WE 2.00pm – 4.00pm Wednesday by appointment for immunisations.

Also operate drop-in system for concerned mums.  Health Visitors perform immunisations, baby weighing and feeding advice.  

8 week baby check & post natal done by GP.

	Lab Results
	Bloods, urine, cervical smears etc.  These are returned from the hospital by computer link on a daily basis.  They need to be checked and actioned by the GP/Registrar who ordered them.

	Minor Surgery
	Practice nurses and GP’s.  Patients are seen in surgery and added to a waiting list.  They are sent for within eight weeks.

	New Patient Medicals
	To be carried out by HCAs as soon as patients register

	Medication Reviews
	Held by Pharmacist as result of patients/ GP/ Nurse request.  Level 3 review (face to face) looking at the illnesses, drug treatment, compliance, patients’ understanding of the condition & treatment etc.  The outcome is a decision about the continuation (or otherwise) of the treatment.

	Hypertension Clinics
	Pharmacist runs these by referral from a GP/ Nurse usually when a patient has uncontrolled hypertension.

	Practice Nurses
	Screening for risk factors for IHD/CVA’s, testicular cancer awareness, blood pressure monitoring on anti-hypertensive medication.  Travel vaccination / immunisations – appointment on any day.  Pneumovax, influenza, tetanus vaccinations.  Dressings / stitch removal / ear syringing / blood samples – appointments any day.  Blood samples to be taken before 4pm. By appointment.

	Ear Syringing
	At MHC on Weds by appointment.  Patient should be told to make appt at desk for at least 3 weeks time & to put olive oil in ears for at least 3 weeks before attending for ear advice with nurse.

	Repeat Prescriptions
	These are signed after surgery by the GP’s. Admin team members who issue scripts are only allowed to issue those requests which do not deviate from medication already on repeat.  Anything else is referred to a GP.

	Surgeries
	8.00 – 19.30  Monday to Thursday

08.00 – 18.30 Friday

08.00 – 11.30 Saturday 

The duty doctor/nurse practitioners see urgent patients every day by appointment. Telephone consultations are also available

	Warts & verucca treamtent
	Clinics run by nurses & held only at Morecambe Site due to location of liquid nitrogen tank.  Patients referred by Nurse Practitioner or GP.

	Well Man Checks
	Appointment on any day with nurse.

	Well Woman Checks
	Appointment on any day with nurse.

	X-Ray Results
	These are actioned by the GP / Registrar who signed the request form.  Actions are entered on the surgery computer lie lab-links and the hard copy is scanned onto the computer.


PRACTICE RESPONSIBILITIES (See Induction Timetable for details)
Areas to be covered in induction week:
	Angela Davy

GP Rota Officer
Pay

Car allowance

MDDUS fees

GMC

Annual Leave
	Rota

Complaints system

Room allocations

Other sites

Timetable

Tour of Building & Fire training (WE site)

	Gill Horner

Computer Manager

Password

Appointment system

Audit

Outlook email system

Tasks

Docman
	Results

Telephone system

Visits/telephone advice

Rota

Computer & printer problems

Internet

Messages

	Senior Receptionists
Calling patients in

Home visit requests

Appointment requests

Introduction to all staff
	Home visit requests
Appointment requests

Trays

Panic alarms

Tour of building & Fire Training

	Dan Holehouse

Pharmacist

Prescribing acute/repeat/controlled drugs.


	

	Bev Regan 

Data & QoF Co-ordinator

Coding

Templates 
	Quick code sets

Pop up & alerts

Searches & audits

Diary dates

	Lynda MacFarlane

Medical secretary 

Forms/Direct Access/Criteria inc x-ray/USS

Referral process.


	

	Nick Chase/Chris Evans/Andy Maddox

Trainers

Equipment/Drugs Bag

Referrals

Sick notes

Recording consultations
	Lab results

Investigations ECG/X-rays/USS

Medical Emergencies/Doctors Bag

Acute minor illnesses

Read codes
Requesting a re-examination of a patient


PRACTICE NURSE

Debbie (Nurse Manager – West End based)

Anita/ Jennie (West End Based)

Carol/Helen/Siobhan/Louise/Tracy/Liz/ Lynn (MHC Based),

Jane (west End & MHC based)
Linda/Terri / Jane (Heysham Based)
	Emergency Equipment
	Resuscitation

Adrenaline

Nebuliser

	Clinics/Chronic Disease Management Areas
	Diabetes

Immunisations

Asthma clinic

Spirometry / Reversibility

COPD

Hypertension

CHD

Recall

Education

Family Planning / Range of services offered

Smoking cessation

	Nurse Practitioner/Minor Illness Nurse
	Urgent surgeries


PRIMARY CARE SUPPORT WORKERS

Rachel (West End)

Joanne (Morecambe & West End)

Susan (Morecambe)

Carolyn (Morecambe/Heysham & West End)

Alison (West End & Heysham)
MEDICINES MANAGEMENT TEAM

Dan Holehouse - Primary Care Pharmacist (West End)

Val Willett - Primary Care Pharmacist (West End)

Suzanne Sharrock – Senior Medicines Management Officer (West End)

Julie Dempsey – Senior Medicines Management Officer (West End)

Carol Rodway – Medicine Management Officer (West End/ Morecambe)

Jo McLatchie – Medicine Management Officer (West End/ Morecambe)

Louise Warwick – Medicine Management Officer (West End/ Morecambe)

Lorraine Cych – Medicine Management Officer (West End/ Morecambe)

LOCAL HOSPITAL CONTACT DETAILS

	HOSPITAL
	ADDRESS
	TELEPHONE NUMBER

	royal Lancaster infirmary
	Ashton Road, Lancaster
	65944

	Westmorland General hospital
	burton road, Kendal, cumbria
	01539 732 288

	furness general hospital
	barrow-in-furness
	01229 870 870

	lancaster & lakeland nuffield hospital
	meadowside, lancaster
	62345


ESSENTIAL INFORMATION AND USEFUL TIPS
	Running The Surgery
	

	How Do I Summon A Patient?
	call patient by name once the Arrived button is shown next to their name on the computer

	What do I do if the patient is unhappy/ concerned about the diagnosis/ treatment or if I feel that a re-examination by another GP would help?
	PAtient to be made aware that they can request a re-examination, not just second opinion.

	Where Is The Toilet?
	Near staff entrance or (for patients also) corridor to nurses rooms 

	Where Is The Panic/Security Button?
	Green button on the PC screen.

	How To Find A Chaperone?
	ring reception if required

	How Can I Get A Cup Of Tea Or Coffee?
	kitchen in common room.

scheduleD coffee break in the morning.

	Do I Need A Parking Permit?
	no

	Facilities To Video Consultations For Personal Training?
	yes – ask trainer / practice manager

	Am I Welcome To Join The Partners For Clinical And Educational Meetings?
	yes – held every two weeks. 8am- 9am or 12.30 – 1.30.  Timetable can be found under practice development on intranet & in common room notice board. 


	Referring To Allied Professions – How Do I Refer To

	Chiropody
	community referral forms (pink/yellow/ white sheets)

	Dietitian
	

	Physiotherapy
	

	Alcohol
	

	CDT
	

	Counselling
	Referral form ON PRACTICE INTRANET

	Occupational Therapy
	


	Special Clinics – How Do I Refer To
	

	Diabetic Clinic
	at rli – dictated ref. letter

	Alcohol Team
	referral forms on practice intranet

	Drug Dependency Team
	

	Exercise Or Keep Fit (Fine Fettle)
	referral forms on practice intranet

	Yellow Fever Centre
	practice nurses – morecambe H C

	STD Or GUM Clinic / HIV Testing
	qvc – tel 400700

	
	

	
	

	Special Procedures – How Do I Arrange Or Organise 
	

	Lancing Of Boils?
	minor surgery – arranged by Bev Regan at Morecambe

	Joint Injections
	injections DONE IN SURGERIES/SEE LIST FOR APPROPRIATE gp

	Women’s Health – How To Organise.
	practice nurse appts.

	Ultrasound - Gynae
	ref. to rli by referral card/PHONE MATERNITY ULTRASOUND If URGENT

	Mammogram
	referral letter TO SURGEONS OR PATIENT CAN SElF REFER TO RLI IF ROUTINE

	Smear
	practice nurse appt.

	Where Are Spare Speculae?
	in office (asst. practice manager)

	Where Do I Put Used Speculae?
	in bucket in examination room/IN PLASTIC DISHES IN SURGERY ROOMS 

	How Are Patients Notified After Abnormal Smears?
	by letter from lasca or gp may also write letter

	Family Planning – How To Organise. …
	

	IUCD
	consultation with appropraite FP nurse.  Nurse arranges subsequent coil fit appt.

	Depot Progesterone Injections?
	as per protocol (with nurse if within time limits)

	Vasectomies
	dictated letter

	Practice Nurse “Pill” Checks?
	arranged by reception

	Pregnancy Tests
	mssu to path lab or dip test in surgery IF URGENT

	Termination Of Pregnancy (TOP)
	dictated ref. & then arranged by APM


Antenatal – How To Organise …

	Referral To Antenatal Clinic
	COMPLETED BY MIDWIFE UNLESS SPECIAL CIRCUMSTANCES

	Where Is The Doppler Machine?
	none YET

	Post-Natal Visit
	arranged by apm


Respiratory - How To Organise

	ECG
	in house – HCAs

	Echocardiogram
	Referral forms on practice intranet

	Exercise ECG
	

	Chest X-Ray
	referral card given to patient WITH TIMES, average reporting time two weeks, urgent requests / results faxed

	Spirometry / Reversibility
	20 minute appointment booked in nurse surgery.

	Nebuliser
	treatment room & rooms

	Bronchoscopy
	REFER CHEST CLINIC


Investigations – Specialist

	Ultrasound Scan
	via request card, urgent requests see secretaries/FAX

	Bone Densometry
	YELLOW CARD

	Sigmoidoscopy
	REFER SURGEONS

	Hearing Test – Child
	school nurse

	Hearing Test / Aid Adult
	REFER ent


Investigations – Pathology

	How Are Patients Notified Of Abnormal Pathology Results?
	patient told to ring for results or if gp concerned will contact pAtIENT AND USE ABNORMAL RESULTS DIARY.

	When And How Are Specimens Taken To The Hospital?
	11am and 4pm.



	Faecal Occult Bloods
	

	Can Patients Collect Sample Bottles From Reception?
	yes


Paperwork And Administration

	Where Is The Dictaphone?
	DRAWer IN DESKS OR SECRETARIES

	How Much Notice Is Required For Repeat Prescriptions?
	48 hours


Risk Management Programme

We have an anonymous critical event reporting procedure as part of our risk management programme; the programme includes written protocols, regular clinical meetings, H&S issues and the critical events and complaints analysis.

VISITS AND ON-CALL SUPPLEMENT

Name Of Practice Coastal medical group

	Practice Telephone Number 

Morecambe Site: 519800
	Practice Fax Number

Morecambe Site: 519801


Telephone Numbers

	Ambulance 

01772 865965

Dr Chase's code 319
	Police 

63333
	Undertaker

relatives own choice 

	Coroner 01772 821 788
	Macmillan Nurses 847257
	District Nurse (out of hours)


Local Hospital Telephone Numbers

	RLI
	65944

	Westmorland General
	01539 732 288

	Furness General
	01229 870 870

	Lancaster & South Lakes Nuffield Hospital.
	62345

	
	


NOTE: -DON’T FORGET PRESCRIPTION PADS AND HEADED NOTEPAPER

THE ‘NEED TO KNOW’ LIST

The good practice of medicine is intertwined with the possession of good administrative skills.  There are many administrative processes and systems at work in the practice – many of them do not involve you directly.  The list below tries to provide a guide to those you should try and understand, in a priority order – often you will become aware as you are working but if in doubt ASK!!!

	Priority 1


Calling a patient


Initiating investigations


Referring patients


Issuing a prescription


Entering notes on the computer


The repeat prescribing system


Temporary resident system


Minimum other ‘essential’ computer use


Other essential practice idiosyncratic systems (Scanning / results)

Priority 2


Visits system


Appointment system


Use of PHCT


Other potential consultation-related computer uses (Coding / SMH)


Use of range of equipment in surgery

Priority 3


On-call systems/equipment


Knowledge of all computer use


The financial systems at work


Other practice policies/systems


Audit systems


Complaints procedure


Staff management processes

YOU CAN NEVER ASK TOO MANY QUESTIONS!




THE ‘DIFFICULT’ LIST

This is a short list produced by a group of registrars to highlight difficult presentations that seem to crop up early in the year:

1 Termination Requests

2 Contraception In General

3 Tired All The Time

4 Angry Patients

5 Critical Patients

6 The Non-Urgent ‘Extra’

7 Patients ‘Demanding’ A Certain Treatment (E.g. Antibiotics)

8 Depressed Patients

9 Headaches

10 Admitting You Are Wrong/Don’t Know What’s Wrong

A survey of established GP’s revealed the following list of common problems (from the UBC Residents Handbook)

1 Achieving Compliance

2 Diagnostic Uncertainty

3 Achieving Appropriate Follow Up

4 Failure Or Absence Of Any Treatment

5 Inadequate Resources

6 Personal Emotional Reactions

7 Time Management

8 Too Many Patients

9 Staying Up To Date/Training

10 Knowing Precise Indications For Interventions

11 Waiting Lists (Investigations And Hospitals)

12 Access To And Demand From Non-Medical Services

13 Patient Expectations

14 Sharing Understanding With Patients

This booklet was produced by Nick Chase (GP Trainer) and Lorraine McCoskrie (Human Resources Manager) of Coastal Medical Group and is updated annually
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