PRESENTATION PLAN

Title 


The Art of Locuming
Written by

Dr. Charlotte Batchelor & Alisha Symons

Date


July 2014

AIMS  

· To give the registrar an insight into the preparatory work necessary to become a locum

· How to enjoy locum work

· To give an insight on financial issues and record keeping

OBJECTIVES:

At the end of the sessions trainees will:

· Be able to decide whether locuming is really for them

· be aware of the steps required to start off as a locum

· be competent in knowing what administration work is involved and how to keep on top of it

· have an idea of how to recruit an accountant, how to keep records for the tax man and other pertinent financial issues such as income protection

· be aware of pitfalls common to locums

Presentation Time:

2-2.5hrs hours

Number of Participants:
20-30 ST3’s

Aids/Equipment: 

Flip chart & Pens

Laptop & Projector

Potential Faults




A dormant group!




Technical problems

Methods:

Interactive mini-lectures

Small group work

Interactive discussion

Facilitation

Role Play

	TIMING
	CONTENT

(what information is to be given)
	PRESENTATION TECHNIQUE
	AUDIENCE ACTIVITY
	PRESENTATION AIDS REQUIRED

	2 pm

5 mins

C
	How many are considering locum work?

What does it mean to be a locum

(GIVE OUT COURSE HANDOUT)
	Brainstorming session
	interactive
	

	2.05

5 mins C
	What do you want from this session.

What are your worst fears?
	Small Group Work
	Small grp work
	A4 + pens

	2.10

5 mins

C
	List aims and objectives
	Mini-lecture
	
	

	2.15

20 mins

A
	PREPARING TO BECOME A LOCUM

· Where (do you want to work)

· What (do you need to do)

· When (do you need to do it)

· How (many sessions)

Supplementary list, defence union, VTR forms, JCPTGP certificate

NANP, Regional Non-Principals Gp

Stationary

Letter to practices

WYCSA for a list of surgeries
	Small group work 

With small group presentations
	
	Flip chart and pens

	2.35

10 mins

A

	THE CURRICULUM VITAE

Sample covering letter and CV
	Mini-lecture with Q&A session
	Interactive 
	Overhead Projector 

	2.45

20 mins

C

	MAKING A BOOKING

Confirmation etc
	Role Play

Practice Manager and a registrar

Gold fish bowl type thing
	interactive
	

	3.05

10 mins

C
	ON THE DAY

Where is the practice

Familiarisation (general equipment,  emergency drugs & equipment, computers, services, safety, coffee, loo)

Taking and returning med3’s

Being on call

Practice locum Packs
	Question session followed by mini-lecture
	didactic
	

	3.15

15 mins
	BREAK 
	
	
	

	3.30

10 mins

C
	KEEPING RECORDS
Record Keeping/Reciepts


	Mini-lecture
	didactic
	

	3.40

10 mins

C

	INVOICING

Sending invoices in a schematic way

Chasing up monies
	3 sample invoices – pick the best (in groups) and present why
	interactive
	

	3.50

10 mins

C
	FINANCES

Charging Fees

Looking at your finances – what is the minimum you need to keep your head above water?

Accountant & Inland Revenue – saving for tax, how tax works

Income Protection

Pensions


	
	
	

	4.00

10 mins

A

	OTHER THINGS

What other things do they want to talk about?

Equipment needed

Keeping numbers of other locums

Long term locums

Locum Agencies

What about potential job offers  - personal experience session (pitfalls of early partnership)

PGEA & PDP
	Q&A session

Reflective session on how personal experience could have been avoided
	
	

	4.10

10 mins

A

	POTENTIAL PITFALLS

Isolation

Abuse by practices 

Getting the right balance : family life vs work life, not being too overworked (Making time for yourself and learning to say NO)

Bad Record Keeping 
	Question and Discussion Session
	interactive
	

	4.20

10 mins

A

	ENJOYING IT

Talking to other colleagues

Knowing what your own limitations are

Being able to say no when inundated with work


	
	
	

	4.30

5 mins

A

	How Many Still Want to Be a Locum?

Outstanding Questions

Review of Aims and objectives – were they met?
	
	interactive
	

	4.35
	CLOSE
	
	
	


A=Alisha

C= Charlotte















