THINGS TO DISCUSS OVER THE FIRST 2 WEEKS – PRACTICE STUFF


THE PRACTICE 

· The local geography and patient demographic
· Dealing with ‘out of area’ patients 
· The type of Practice, the nature of the partnership, GPWSIs and other services etc
· 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 in-tray, internal emails, external emails, screen messaging and tasks, reading letters (paper/scanned), organising visits etc.
· Your timetable
· Visits - triaging,  assigning, getting help etc OR how to use the Acute Visiting Service
HOW THINGS WORK IN THE PRACTICE 

· Who's who and who does what 

· Patient call system 

· Panic button 

· Mobile phone – sharing numbers
· Incoming letters/scans (Workflow)

· The different types of patient consultations - direct face to face, telephone, video, e-consults etc. 
· Use of AccuRx
· Repeat prescriptions & Prescribing 

· ONCALL : Duty Doctor, OOHs sessions etc
· Acute Admissions:  How to organise admission and ambulance transport. 

· Chaperones
· Taking and storing medical photographs

· Consent

· Safeguarding

· Appling for annual leave and study leave 
CLINICAL MATTERS

· Blood tests (ICE, path links, supplies of lab forms & bottles)
· Using the wider MDT: Social Prescriber, First Contact Physio, PCN/Practice Pharmacist, District Nurses, Health Visitors etc.
· Patient information leaflets and useful weblinks 

· Protocols & Templates for management of some conditions e.g., Ardens templates and how to get the most from them 

· Prescribing: Acute – electronic, computer printed, handwritten; Acutes and Repeats and Repeat Dispensing
· Emergency Drugs & Equipment (Oxygen, defib et)
· 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

Mandatory Training

· Level 3 adult and child safeguarding on line courses

· In-house safeguarding protocols

· BLS

· Fire training
ADMINISTRATIVE MATTERS 

· IT governance

· 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
Educational Matters
· Have you signed off your educational contract via 14Fish?

· Understanding your responsibilities around COTs, CBDs, QIP, QIA, CSR, MSF, PSQ and expectations around e-portfolio engagement & tutorial preparation

· ESRs – knowing your IESRs from ESRs and why ARCP is critical.

· Have you had a ‘sit and swap’ surgery with your Trainer and other GPs?

· Have you been on accompanied home visits?

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 
· GDPR
· Snomed coding - only code when something is a certainty

· Path results handling & keeping on top of it.

· E-mail (internal and Internet based) 

· Web resources:  https://gp-training.hee.nhs.uk/pennine/  https://www.yorksandhumberdeanery.nhs.uk/general_practice , https://www.rcgp.org.uk/gp-training-and-exams/training/workplace-based-assessment-wpba.aspx, https://cks.nice.org.uk/  and https://www.nhs.uk/conditions/ or  
· Tasks & screen messaging, pigeon holes / In-trays / shredding etc 
· Communication - tell Trainer / permanent docs about regular patients, tell partners about complex new patients, note in home visits screen if you're not available as normal, using the wider MDT appropriately 
· Dictating / typing letters (using templates) 

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

· Private Referrals: If patient requests a private referral do you know what to do?
· keyboard skills https://www.typingtest.com/trainer/
EQUIPMENT

· Check doctor's visit bag and drugs (drug stock & dates check, all kit working) 

· 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 etc
· Housekeeping – What goes in which bin. Where to find exam couch rolls, A4 paper, blank prescriptions
· video camera, tapes, monitor , manuals

OTHER

· Caution about who you leave alone in your room 

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

· 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 : _____________________________________

SIGN, SCAN AND UPLOAD THIS FORM TO YOUR EPORTFOLIO WITH A REFLECTION ON WHAT WENT WELL, WHAT WENT LESS WELL AND WHAT YOU MIGHT CHANGE IN THE INDUCTION TO HELP THE NEXT TRAINEE 

Reproduced courtesy of Ramesh Mehay Bradford GPST Programme Director www.bradfordvts.co.uk.

