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INTRODUCTION

Welcome to Harrogate Road and Milan Street Surgery and thank you for helping us. We are five partners (4.25WTE), working over 2 sites, with a total population of 8200. We are a PMS practice. The doctors are Elizabeth Pearson (full time), Liz Martin (half time), Nargas Nazir (3/4 time), Manjit Purewal (full time) and Marcus Julier (full time). We have 3 part time nurses (Julie, Wendy and Loraine). We also have a nurse that works Saturday mornings at Harrogate Road (Gill). Coleen Maltby is our practice manager and Chris Prior is her assistant. Pat Tansey is office manger at Harrogate Road and Pat Thornton is office manager at Milan Street. We have a full compliment of reception staff at both sites. Caroline Day is our health visitor and she is based at Milan Street. Sarah and Eileen are our phlebotomists at Harrogate Rd. We feel that all the doctors and all the staff are approachable – so please ask if you have any questions.
Harrogate Road Surgery is based in Leeds !7, a prosperous area of Leeds with a predominately middle class population. Milan Street Surgery is in Leeds 8 and is in a working class area with a high ethnic population. As you can see we have a great mix of patients with a wide variety of problems. The Practice is paperlite and we use the EMIS system. If you are unsure as to how to use this then ask the office manger/practice manager to go over it with you. Like most patient computer systems this is not fool proof and occasionally you may have to use paper notes – either when the system is down(very rare) or to retrieve old information. The staff are more than happy to pull notes if you need them – please ask. All patient correspondence and results can be found on the computer (highlighted by *R).
This guide is aimed to make the time you spend with us enjoyable and hopefully hassle free. Use it during your consultations as a reference. If you have any suggestions or comments then please let us know.
Before you start anything make sure you get a drink and the staff has shown the important things – kitchen, toilet and panic button.
A 
· A&E -  if you need to refer a patient as an emergency then please give them a letter and send them to the nearest A&E department at St James’s hospital. They can go the LGI if they wish. There is also a minor injuries unit at Wharf dale hospital in Otley.
· Administration – as a locum you will not be expected to have any real    paperwork.  You will not be expected to look at hospital correspondence. The only paperwork will be whatever you have created during your surgery. All typing is carried out by our secretary at Harrogate Road. Dictaphone and tapes are available in most consulting rooms. If you can not find one then please ask. Forms etc for referrals e.g. musculoskeletal team can be found in a drawer in your room or in reception.
· Admissions – if you feel a patient needs admission then please contact the admissions unit at St James’s hospital on 0113 2066641 (077961718). They will organize transport etc. They will contact the patient when a bed is available. There is also an EAU (emergency assessment unit) and they can be contacted on 0113 2066470.
· Alcohol addiction – we tend to refer these patients to the addiction unit in Leeds 6 rather than starting a detox programme. If patient insists that you start it then please refer them to one of the regular doctors.
· Ambulance – they can be contacted on01924834501.
· Antenatal Clinics – on a Monday at Harrogate Road and on a Tuesday at Milan Street. They are midwife led. On occasions when they are busy an antenatal check may be booked in with you – please you the template. On the whole this id more likely to happen to the partners.
· Appointments – we offer 10 minute appointments at both surgeries. At Harrogate Rd these are all pre booked except 3 which are kept as on the day appointments (urgent). At Milan Street we offer a book on the day system – so you may look quiet when you first start. The nurses have 15 minute appointments. 
· Arrival of patients- you will see an A appear against the patients name when they arrive.
· Asthma clinics – There is one at each site run by Julie our asthma nurse. It is template led and in keeping with the new GMS contract.
B
· Bloods – Please fill in a haematology/biochemistry form whenever blood investigations are needed. Take care when filling these otherwise it leads to unmatched patients when we receive them electronically. Give the form to the patient and either book them an appointment with the phlebotomist or ask them to make one at reception. If you have taken the bloods yourself – make sure you give them to reception. Samples are collected twice a day (11am and 4pm).
· Blood forms – These can be found in your desk.
· Bottles for samples – these should all be available in your room. If there is anything missing please let reception know.
· Blood results – All our results are received electronically. You will not be expected to look at these unless you are with us for a long period of time. During a consultation the results can be accessed by typing in *R and then the relevant number. Alternatively use V for values. You can look at old results this way as well – use the F key when looking at values.
· Breath Test – referral forms are in your drawer. Please hand to reception staff on completion.
C
· Cancer referrals – urgent referrals are made under the 14 day guidance. The appropriate forms can be found on Pathways or a hard copy should be in your desk. If it is not then please ask the secretary.

· Cervical Smears – we use disposable speculums and a supply is available in all rooms. We run a 5 year recall service. Any abnormal smears are automatically referred for colonoscopy.

· Chest pain Clinics – if you suspect that a patient has angina then code it is as possible angina and refer to a rapid access clinic as per guidance on the Leeds Pathway website.

· Chronic disease clinics - these are patients with CHD, Diabetes or CVA. They are nurse led and have very little input from the Doctors, unless there is a problem. The nurses have 25 minute appointments for these. The clinics are template led and are in keeping with the new GMS contract.

· Clinical meetings – These are held on the last Tuesday of each calendar month at 12.30pm. They last approx. 1 hour. All clinical staff and attached staff are invited. Lunch is provided. We try and have a team member present a topic followed by discussion. This is a good opportunity to discuss difficult cases. You are more than welcome to attend.

· Clinics – we have a variety of clinics – Wart, chronic disease, antenatal and baby clinics. 

· Coffee – this is free so help yourself to as much as you want!

· Coils (IUCD) – we do not fit them. If a patient request this then they are advised to contact a local family planning clinic. A list can be found in reception.

· Community Psychiatric Nurses – they are based at the Ashwell centre. There is a referral form available for them.

· Complaints – The practice operates a full complaints system in keeping with NHS guidelines. If a complaint involves you then Coleen our practice manager will be in contact with you to discuss it. If you have a complaint then please speak to one of the partners of to Coleen.

· Computers – we use the EMIS system. Hopefully you will have had previous experience of this. If not then please ask to be shown. All our consultations are recorded on this, as is all our prescribing. We also record any telephone consultations, visits or third party contact we have with a patient. It is important to feel confident when using the computer – make sure your notes are clear and understandable. Remember the patient can read what has been said about them. You will be given your own log in password. If you would like this changed to something memorable please speak to Coleen. Where possible use a template or protocol – this not only makes life easier for you it also helps us with our data collection. Templates are used for all the chronic diseases and protocols that are commonly used are pregnancy (calculates EDD for you) and Depo-Provera (prints a script out and calculates when next due). The computer acts as a good prompt to remind us all when things are due – please take note of DUE DIARY – reminder of when something is due – e.g. smear medication review. Please act upon these accordingly. We also try and READ code all our consultations – especially the diagnosis which is know as problem on EMIS. When filing a consultation with a coded problem you will be asked if it is a minor or significant problem. Please use your common sense. The patient summaries on the computer are not perfect and we are in the process of rectifying this. As a result you may find that you have to ask for a set of paper notes to be pulled. If you find any information that is incorrect in the patient’s summary – please correct it or let some one know. We use the EMIS system for internal communication via email for non patient related issues and Practice notes for patient related information. All computers have access to the Internet, NHS net and the Leeds Pathways. The latter allows you to access local guidelines, find consultants with a special interest and also download referral forms. Each room has it own dual bin printer – allowing you to print prescriptions and A4 paper. You should not need to do anything to the printers. Patient summaries for visits will be printed by reception. All appointments are electronically made and we encourage each member of staff to make their own appointments where possible. If you feel to need to familiarize yourself with the system then please use Mr. Test as a practice you patient. Also make sure you log on to windows correctly – the User name is emis_user and the password is emirs. If you do not do this you will NOT be able to look at scanned documents and they will appear as a blank page.
· Confidentiality – we operate a full confidentiality policy. If you feel that there has been a breach in confidentiality then please speak to the practice manager.

· Contraception – please use the oral contraceptive template or the Depo-Provera protocol. As we are a PMS practice we do not have to make a yearly FP1001 claim. We tend to give new patients 3 months supply and then go on to yearly prescriptions.
D

· Death – in the rare occasion that a patient you have seen should die then various actions have to be taken. If it is an expected death then please fill in the death certificate. If it is unexpected then you will need to speak tot the coroner etc. If a patient dies on the premises then the PCT must be informed and a significant event form completed. We want you to discuss all deaths with one of the partners before filling in the death certificate.
· Dictaphones – There are at least 2 at each site usually in one of the consulting rooms. Blank tapes will also be there. Please put a use tape into an envelope with your name and date on it, and send it to the secretary.
· Dictation – please use the Dictaphones provided and send all tapes to the secretary. If you are with us for a while then the letter will come back to you for checking and signing, otherwise it will be signed in your absence by one of the doctors.
· District Nurses – Harrogate Road has access to the DN from Leafield Clinic (tel number on emis’s phone directory) and Milan Street has access to the DN from Burmantofts.
· Doctors – Dr Elizabeth Pearson is the senior partner and is full time. Dr Liz Martin works 5 sessions a week. Dr Nargas Nazir works 7 sessions. Dr Manjit Purewal is full time as is Dr Marcus Julier.
· Due diary – This is on the EMIS system and it is a reminder for clinicians to do something with patient e.g.  that their smear is due. If you see this highlighted on the top left hand corner of your screen then please take the appropriate action.
· Drug addiction – we do not routinely prescribe to drug addicts. If you see someone who requests methadone or similar preparation then please refer them to one of the regular doctors. You can refer them to the drug addiction unit who will assess and monitor them. This can be a self referral by the patient. The telephone number can be found on EMIS under the phone directory (DT, then F, then F again and type in the name).
· Drugs – a basic supply of medication is kept in the nurses rooms – if you need something then please check with a member of the clinical staff. Drugs for your medical bag are your own responsibility and the practice does not supply these. Depo-Provera and Depo-medrone can be found in all the consulting rooms.
· Drug Reps – as a whole we do not tend to see them.
· DVLA – we carry out medicals for the DVLA. This should not affect you.
E
· ECG – we refer all patients to the cardiology dept at St James’s hospital. This is an excellent service – please call them whilst the patient is with you and make an appointment. No referral letter is needed.
· Echo- again we have direct access to this at a local practice (Street Lane). Referral form is under Pathways. The clinic is held every Wednesday evening with a GPwsi in cardiology and a cardiology SpR.
· Email – we use the EMIS system for all internal emails. We tend to use email for the sharing of information. We do not use it for patient related matters – in this situation we use a practice note. So basically if it is not about a patient then please use email. You can also access the NHS net for email. We apologize for it being so slow at Milan Street (very often does not work) but this should be rectified soon. You will know that you have an email as it appears highlighted in the top left hand corner of your screen. Using F4 you can find everybody who is on the system and therefore can be emailed.
· EMIS – this is the computer programme we use.
· Endoscopy – we have direct access for this (unless over 75 and then referral to gastroenterologist is needed). Referral forms can be found under Pathways on your PC or in one of your desk drawers.
· Equipment - each doctor is expected to carry their own equipment that they feel they will need. If there is anything that you need then please speak to one of the doctors.
· Exercise ECG – use the Leeds Pathway website as guidance and refer accordingly. 
· Extra patients – you will not be expected to see any extras unless this has been discussed with you by Coleen or one of the partners. We try and monitor our appointment system regularly which means that this is not a big problem.
F

· Fax – both surgeries have their own fax numbers and these can be found on your desk top

· Forms – these are all available on your computer under pathways and then primary care referral forms. Hard copies are also in the rooms/secretary.
· FP10s – your printer should have an adequate supply – if it runs out then there should be a box with some in. To hand write a FP10 then please use the pad in your desk. Remember to take them with you on visits. There should also be some in your locum pack.

G
· Generic prescribing – this is good practice and is fairly obvious but worth a reminder. If you are unsure of the name – prescribe the proprietary name and then before deciding if it is a current or repeat prescription press G and a match will be found on the computer.

· Grievances – if you are unhappy about something then please talk to one of us – we are more than happy to listen be it positive or negative criticism and we do value your opinions.
· Guidelines – the Leeds Health care Guidelines are available on the Pathways website – an icon for this can be found on your desktop. This is useful and helps find out how things are done in Leeds.

H

· Haematology – forms are in your drawers. Telephone number under directories on EMIS (DT).
· Headed Note paper – this is available in all rooms. Make sure you take some with you on visits.
· Helicobacter Pylori serology – this is sent to microbiology. It is only useful if the patient has never been tested in the past or been treated. Remember that it stays positive. Also if you treat a patient for helicobacter then please arrange a breath test for approx 6 weeks time.
· Harassment – if you feel that you are being victimized in any way then you must talk to one of the partners.
· Home Visits – see visits.
· Hospitals – our main hospital is St James’s hospital, although some services such as ENT are localized at LGI (e.g. ENT). Chapel Allerton hospital is the base for all our x-ray referrals and also the base for musculoskeletal services.
· Housekeeping – try and keep on top of all your paperwork and this will make your time with us happier. If there are any housekeeping issues talk to one of the Office managers or to Coleen.
I

· Immunizations – we have a template set out for baby immunizations. It is very rare for a Dr to have to give these as we have dedicated baby clinics run bit the nurses and health visitor for these. However you may need to remind parents when they are due. You can access a list of immunizations that have been given on EMIS by using the S key and then I.
· Incidents – please fill in a significant event form (available from the office managers) if there is any incident. If is a major incident then please speak to one of the doctors/practice manager.
· Injections – travel vaccinations are normally given by the nurses as they will check what is needed. You can check the country of destination and check what is needed using mentor (green cross in top right hand corner of EMIS screen). Joint injections – if you are happy to do these then please do. Make sure you code them correctly using the correct Read code. A prescription for the Depo-medrone used should be issue and given to Coleen. If you are not confident in this procedure then please refer the patient to Dr Julier or Dr Purewal.
· Insurance reports – you will not be expected to complete these unless you are with us long term. Should you be given one then please explain to the reception staff that you do not do them. It is there mistake.
· Internet – this is available form all PCs.
· Interpretation services – see under language line.
· Invoice – please send an invoice for your time to Coleen Maltby at Harrogate Road Surgery.
J
· Joint Injections – if you are happy to do these then please do, otherwise refer the patient to Dr Purewal or Julier. Depo-medrone is available in each consulting room. Please print a script off and give to Coleen. Patients can also be referred to the PCT run minor surgery units.
K

L

· Language Line – Some of our patients are form the ethnic minorities and use of an interpretating service will be needed. Use Language line – number is on all telephone handsets along with our own code which you will be asked for. Also can be found under dictionaries and templates (DT) on EMIS.

· Letters – hospital correspondence is scanned as soon as it arrives on to the patient’s electronic record. It is then sent for coding. So if a letter is not available on EMIS then it has not been received. The letters are scanned according to the date that the patient was seen at the clinic. Scanned documents appear as *RAx (x being a number). Use the star key and then copy whatever comes after the R and you will be able to access the scanned document. If it comes up as blank page then you have not logged onto windows correctly and you will need to do this first. Press F1 and you will go back to the screen you were on. Referral letters are typed by the secretary at Harrogate Road and then sent.

· Library – we have a very small selection of books at Harrogate Road consulting room 1. Overall we tend to use the internet for our educational needs.

M

· Major Alerts – these are boxes with  information that may appear before you can access a patients electronic notes. Eg Hib B booster due. Please act on the information. If you feel that a patient that you have seen needs a major alert eg risk of violence, or a major alert needs to be deleted, then please let the office manager know via email or practice note. 
· Maternity services – Both surgeries have their own Midwives – Gill at Harrogate Road has an antenatal clinic on a Monday morning. Terrie at Milan Street has an antenatal clinic on a Tuesday lunch time. They both have mobiles and are more than happy to be contacted for advice. We use an in house template for antenatal care. Med 3/4/5 - a supply of these will be available in your desk. We do not issue sick notes for the first 7 days of an illness. If a patient request one then please advise them that there is a charge for a private sick note. Ideally give them a letter (available in your desk) to hand to their employer advising them of the rules of the employment law.
· McMillan nurses – they are based at St Gemmas which is only a few hundred yards from Harrogate Road surgery. They are very helpful and their number can be found on EMIS (under dictionaries and templates (DT)). A referral form is available from the office managers.
· Medication – please prescribe generically. Also try and use clear instructions on how to use/take the medication. DO NOT USE AS DIRECTED. BNF’s are available in each room and they can be on EMIS on the medication page using the F2 key. Before prescribing anything think is it necessary, is there a cheaper alternative, is it safe to take with the patients other medication and are there any contra-indications. We do not have a practice formulary at present. We ar e part of the Medicines management team in the NE Leeds PCT. Further information regarding this can be obtained from dr Pearson or Pat Tansey at Harrogate Road.
· Microbiology – forms are in your desk. Use them for helicobacter pylori serology.
· Minor Surgery - referrals are made to the local PCT. Forms are available on the Pathways website or as a paper copy in your desk. We do not do any minor surgery other than joint injections and wart clinics.
· Musculoskeletal services – this incorporates physiotherapy, podiatry and non urgent orthopaedics. Forms are available on the Pathway website and in your desk.
N

· Needlestick Injury – we have a protocol that must be adhered to should you suffer a needle stick injury. Please ask to see it. It is also available on the pathway website.
· Nurses – we have 3 part time nurses who work at both sites. They all have their own areas of interest. Julie – her main interest is asthma and diabetes. Loraine – diabetes and CHD. Wendy – she is trained in triage and is currently doing her nurse practitioner course. We also have another nurse who works Saturday mornings only – Gill – she is a nurse prescribe and is only base at Harrogate Road surgery.
O

· Office Managers – for Harrogate Road it is Pat Tansey and for Milan Street it is Pat Thornton
· Ophthalmology - both hospitals have an eye casualty – in order to access this you will need to speak to the ophthalmology clinic sister.
· Orthopaedics – non urgent referrals are made on the musculoskeletal referral form. Urgent referrals are dictated and sent by the secretary.
P

· Palliative care – see under Macmillan nurses.
· Pathway – this is a website created by the Leeds Teaching Hospitals trust. It is very useful as it ahs a list of consultants and their interests, waiting times, Guidelines and referral forms. There will be an icon for this on your desktop.
· Panic button- each clinical room has a panic button – this connected to our alarm monitoring system and so is directly linked to the police.
· Physiotherapy – refer to musculoskeletal team.
· Pregnancy test – If the patient comes in and says that they have a positive pregnancy test then there is no need to repeat it on the NHS.  If they need to have one then send a urine sample to microbiology. Please use the pregnancy protocol which will calculate the EDD and also do a prescription for folic acid if needed. Book the patient in with the midwife at around 8 weeks gestation. The Midwife will arrange all contact with hospital and all antenatal care. No referral letter is needed.
· Practice Manager – our practice Manger is Coleen Maltby. Her main base is at Harrogate Road. Her assistant is Chris Prior.
· Practice Notes – these are use for information/messages relating to a patient. Unlike an email they remain on your screen until you act on them. They appear as PN in the top left handed corner of your screen. To act upon them follow the instructions at the top of the screen. They are linked to a patients file and can therefore be traced. All referrals created will generate a practice note to remind you to do a referral. Once a letter has been dictated please forward it to the secretary so she knows to expect the tape. To access a PN – type in PN from the main options page on EMIS.  A list of your PN’s will appear. If you would like to send a PN then again type in PN and then I for patient note. Please take care as it is easy to use A and create an admin note ( this will contain no information regarding the patient).
· Private Referrals – if a patient wishes to be seen privately then refer as normal. However advise the patient that they will need to make an appointment with the appropriate consultant at a private hospital of their choice. They must let the secretary know who they are seeing and when so that the referral letter can be collected and taken with them. The secretary has voicemail on her line so messages can be left if she is not available. We do ask the patients to give us at least 5 working days to process the referral.
· Private Prescriptions – these can be issued using EMIS – choose option X when printing the prescription. We do not charge for this.
· Private Insurance forms etc – make sure the patient has completed their parts and has signed it; advise them that there is a charge (they can check with reception regarding this). They will have to leave the form and one of the partners will complete it.
· Private Fees – If a patient ahs to pay for any service then please send them to reception with the cash where a receipt will be issued.
Q

R
· Radiology – all our referrals tend to go to Chapel Allerton Hospital. Please give the patient the completed card and they can attend any time between 9am-4pm Monday to Friday for routine x-rays. USS cards will need to be faxed or sent using the shuttle service. Please give these cards to reception and they will make sure they are sent. X-ray cards for LGI, SJUH and the chest clinic are also available. All radiology results are scanned on to the computer in the same format as letters.
· Rapid Access Clinics – These can be identified using the Pathway website. (E.g. chest pain clinic).
· Read Codes- we try and read code all are diagnoses. If you can then please do so. If unsure then leave it and speak to another a dr.
· Reception – this is manned by predominately part time staff. All of them have an area of responsibility. They are all friendly and not the stereotyped dragons found in Dr’s surgeries!!
· Referrals – Please dictate all referrals and send them to the secretary at Harrogate Road. Make the letters clear and include the patients EMIS number. You do not need to name the consultant that you wish to refer to unless you have a particular reason. Open referrals are allocated to whoever within that specialty has the shortest waiting list. All referrals go through a gateway process organised by the PCT.
· Repeat prescriptions –As a locum you will not be expected to sign repeat prescriptions unless you are on your own. You may occasionally be asked to do this by a patient during a consultation. Please check that they have not gone passed their medication review date – if overdue will be highlighted in red at botton of prescription screen and also in Due Diary. If you are happy to do a medication review then please do so and code this accordingly . to change the date use R and this will ask you for the next review date. Enter 6M ( max 12M). The system will then ask you which code to enter. If it is relating to chronic disease then you may prefer to make the patient an appointment at one of these. Occasionally the staff will ask you to ask as prescription. We allow 48 hours for a repeat prescription. Please ask to see our repeat prescribing protocol.
S

· Secretary – our secretary is Lynne and she is based at Harrogate Road. She works part time. She works part time.
· Sectioning - If you feel a patient needs to be detained under the Mental Health Act – you will need to speak to the on call psychiatrist and Mental health Social Worker. Dr Purewal is Section 12(2) approved – so you could speak to him for advice.
· Sexual health clinics - This is based at LGI. Telephone number on emis’s telephone directory. Urgent referrals – please write a letter and contact the clinic yourself. Simple tests e.g. swabs, PCR for Chlamydia can be done in house. If you are not happy about doing this (male Dr with female patient) then please arrange an appointment with the nurse.
· Smoking clinics – Our smoking cessation advisor left last year and we are waiting to replace them. However we receive an excellent service from the Leeds Smoking services (LESS) and they often have a clinic at Harrogate Road. Give the patient the telephone number from EMIS.
· Social Services - their telephone number can be found on EMIS. Our main office is Roundhay Road.
· Social Worker – they can be contacted via the social services office.
T

· Telephone consultations – as a locum you are very unlikely to have to do these. If you do make sure you record it as a telephone consultation.
· Templates – where possible please use a template – this makes your life easier as it acts as  good prompt, and also helps us to make sure that everything is Read Coded. You do not need to try and complete everything on a template- just the areas that are relevant.
· Termination of Pregnancy – be sympathetic. Please let the secretary know and she will organize this. Advise the patient that they will need to speak to the secretary after 3-4 days and she will let them know when the appointment is for. Also tell them that they will need to collect the letter of referral from the surgery to take with them. Please complete all the necessary paperwork.
· Travel Clinics – the nurses arrange all travel immunizations. There is a travel clinic at Leafield Health Centre.
U

· Ultrasound –see under radiology
V

· Vaccines – these are kept in the fridge in the nurse’s room.
· Visits – visits are shared by all the doctors working and they are shared by both sites. Milan Street has a lower visit rate than Harrogate Road. You will not be expected to do any more than you have agreed to do. A summary print out will be made available to take with you. Make sure you record the visit upon your return to the surgery – just like a normal surgery.
· Voluntary Services – there are a range in the area e.g. Relate – relevant numbers can be found on EMIS or ask one of the other doctors.
W

· Water machines – these are available for all staff and can be found in both reception areas.
X

· X-Rays- see radiology.
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