LASGP    Locum Information –   (put your Practice Name in this space)
DURING SURGERIES

Communication

	How do I get an outside line?
	

	Telephone numbers for:
	  Reception
	

	
	  Practice Manager
	

	
	  Practice Nurse
	

	
	  District Nurse
	

	
	  Health Visitor
	

	
	  Nearest Pharmacy
	


Consulting

	Where do I find the Computer Passwords?
	 

	How do I call patients in?
	

	Where do I record consultations? 
	

	Are there things you want me to code?
	

	Where do I find equipment not in the room?

E.g.                            Defibrillator? Oxygen?                                                         

                                                   Smear stuff?
	

	
	

	
	

	Where is the Panic Button?
	  

	How do I organise a Chaperone?
	

	Drug Users – is there a protocol? 

(i.e. policies, diaries, dates scripts due, etc?)
	

	Where are the toilets?                            - Patients

                                                               - Staff
	

	
	

	Appointments        - How far ahead can pts book?

                              - Extras, telephone appts, etc?  
	

	
	


Duty Doctor system

	If  I am Duty Dr:

       - how are messages passed to me by staff?
	Message Book 
	By telephone
	Computer Screen
	Other



	                                       - do I do house visits? 
	Yes
	No
	All
	Some 

	                                     - do I do prescriptions?
	Yes
	No
	All 
	Some 

	                                - do I need to read results?
	Yes
	No
	

	- do I need to read paper mail/Docman workflows?
	Yes
	No
	

	  - if I am to read results, which ones do I “action”?
	Only if needs immediate action
	Action all

	-  ------ “ ------ paper mail/Docman, do I “action”? 
	Only if needs immediate action
	Action all


Investigations

	Who usually takes bloods?
	Phlebotomist/HCA
	Practice Nurse
	Doctor
	Other - 

	Patient is to return for bloods: 

- how do I tell the blood-taker what to take?
	Type into consultation note

	
	Forms to Reception with pt.

	
	Pt to Reception, forms later

	
	Other -

	Where do I get investigation forms?   - bloods? 

                                           -  microbiology? 

                                                         - ECG? 

                                                      -  X-ray? 

         - others (stools, pregnancy, immunology, etc)? 
	

	
	

	
	

	
	

	
	

	What times do the van collections go?
	Morning - 
	Afternoon -

	Where do I put specimens for the van uplift?
	

	Is ECG available on site?
	Yes – appt with..
	No – see Referrals

	How (and when) do patients get their results? 
	

	
	

	

	Are Referrals done by…  
	Dictation?
	SCI Gateway?
	Other -

	Where do I get a dictaphone +/- tapes?
	

	Where do I refer for -              - Asthma?   

                                     - Minor Surgery?

                                                   - Warts?

                                    - Joint injections?

                                           - Drug users?

                             - Smoking Cessation? 

                                                 - Physio? 
                                               - Podiatry?

                       - Depo-Provera injection? 

                      - IUCD/Implanon fittings?

                              - Antenatal Booking?

                                                  - T.O.P? 

       - Counselling/Psychology services?

                 - Travel vaccines and advice?

     - X-ray (Nearest Dept,  + Open Access Hours?)
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	
	Policy on re-referrals?  Y/N

	
	Available “on site”?  Y/N
	

	
	IUCD? 
	Implanon?

	
	

	
	

	
	

	
	

	
	


Referrals

AFTER/OUTWITH SURGERIES

Getting around and getting refreshed

	What is/are the security keypad numbers to get thru’ doors?
	
	

	Where do I go for tea/coffee?
	

	How do I get out of building if I’m staying after the staff?
	


Visits

	Where do I find out what visits to do?
	

	Where is the Locum drug bag kept?
	

	Where do I get a map or ‘A-to-Z’ for visits?
	

	What info/notes are taken on visits?
	Summary
	Full notes
	Lap-top
	Other - 

	Where are visits recorded? 
	On the PC
	In the paper-notes
	Other - 


Paperwork - and Payment

	Prescriptions:

- What is your “Special Requests” system?
	

	 -  Specific policies? – i.e. OCS, antidepressants?
	

	 -  OK to change repeatedly-given Acutes to Repeats?
	

	Coding:

- Who do I put coding queries to?
	

	Requests for non-Statutory Medical Certificates 

- Do you have a policy?
	

	- Do you charge?
	

	What is the practice code for Superannuation?
	

	How and when will I receive payment for my session(s)?
	








