How to use this Template
July 2013
This Training Practice Induction template is designed for Practice Managers to modify and make relevant to their surgeries.  We advise that you read through the template carefully to ensure you have covered all areas for your own practice.
Please note any comments in [brackets] are prompts for you to consider – do delete once you have read them.  
Once you have made the template your own induction document, update the contents page.  Then save it your intranet, add a version number to the footer, and update it as changes take place over time. 
If you have any comments or suggestions to improve this template, please contact the GP Education Manager at the Severn Deanery.  Contact details available here: http://www.primarycare.severndeanery.nhs.uk/contacts/staff-contacts/ 
With Thanks
This template was made with significant contributions from Janet Biard, Practice Manager at Courtside Surgery, Yate, Jane Hobbs, Practice Manager, and the team at Springmead Surgery & Rachel Stark, Practice Manager at East Quay Medical Centre.  The Primary Care School is grateful for their contributions and permission to share the template across the region.
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Introduction
The aim of the placement is to train you to become a GP and to give you an introduction to practice management and clinical leadership.  This means providing the right balance of education and experience – including all of the (reasonable) demands made of a GP. The transition from GP Registrar to being a GP can be quite daunting, so this placement is about gaining the right experience and confidence to be competent.
This welcome document is intended to be a supplement to your induction with the Practice.  Please also familiarise yourself with: 
· The trainee induction pack: http://www.primarycare.severndeanery.nhs.uk/about-us/trainees/induction/   
· Information for trainees on the School of Primary Care website http://www.primarycare.severndeanery.nhs.uk/about-us/trainees/  
· Information on your patch website: [insert patch website].
Practice Details [complete as relevant]
	The Team
	Name
	Qualifications
	Registration year

	Partners:
	
	
	

	
	
	
	

	Associate/Salaried GPs:
	
	
	

	
	
	
	

	
	
	
	

	Practice Manager:
	
	
	

	Other key staff
	
	

	Lead Nurse:
	
	

	Address:
	

	Telephone:
	Appointments:

Enquiries:



	Fax:
	

	Email:
	[Generic or Practice manager]

	Practice statistics:
	[Insert:
Patient list size, 
History of building
History as a training practice
Practice computer system]


Please see Appendix 1 for further useful contacts you will need while with us
Area Profile
Location
[Include information about area, township, local interests, distance to other towns, population, density, & typical patient needs].  Please see Appendix 2 & 3 for information on how to reach us.
History
[Include history of town]
Current Developments
[Include information about plans for the town where the practice is located]
Local Amenities and Schools
[Include where relevant]
Practice Profile 
Our History
[Include information on age of practice, anecdotes, reputation, and patient size]
Our Premises
[Include information on facilities (educational as well as clinical), plans, opening hours, training time, meetings, rota, expectations, out of hours provider, typical hours of GPs, personal lists, CCG booking system, patient records system, correspondence methods]
Our Ethos
[Include practice aim or mission]  
Staff
[List staff including Practice Manager, reception manager, office manager, IT manager, receptionists, secretaries, nursing team and their services, attached staff such as midwives, health visitors, district nurse team, dietician, cognitive behavioural therapist and drugs counsellors].  Please refer to Appendix 1 for a list of staff contacts.
Hospitals 
[List hospitals, their locations, and the services they offer.  Include community hospitals, any involvement the practice has, and trust hospitals] 
Working arrangements
[Include the working attitude of the practice, working hours of staff, list arrangements, rota and roles, cover for annual leave, and business/clinical/educational/informal meeting frequency and time]. Please refer to Appendix 4 for the Partner’s rota.
Teaching
Informal Teaching

[Include history of teaching in the practice, teaching levels, and what trainee opportunities for teaching are encouraged in the practice, when to ask and who to ask].   
Learning opportunities will come in many forms, as a trainee you should be involved with:
· Taking part in audits 
· Contributing to significant event meetings 
· Managing complaints
· Attending meetings (internal and external)
· Involvement in projects with the practice manager 
· Practice management training
Formal Teaching
Tutorial times have been set-aside for you, as well as review and study time.  Tutorials will often be provided by your Clinical Supervisor/Trainer, however depending on the subject others may give the tutorial due to their personal expertise.
The tutorial programme will include case analysis, topic discussion and consultation analysis.  Please see Appendix 5 for a sample tutorial list.  The initial month’s programme focuses on letting you know more about us and our community, after which it will focus on your development as a GP.
Recommended Books
[List any books, or books owned by the Practice that the trainee can borrow]
Timetables
The induction timetable will be developed to focus on your specific needs while meeting the criteria for Work Based Learning (see Appendix 6).  The Induction period will enable you to be made welcome and accustomed to the practice and to the surrounding community in which we work.  An example Induction Timetable is included at Appendix 7.
As per the GPST contract, the working week timetable provides 40 hours practice based sessions (excluding out-of-hours training).  A degree of flexibility may be required from time to time in order to meet your training needs.  This includes working extended hours – for example working a Saturday morning, but having time off in lieu.  
The working week at this practice is usually as follows:
[Adjust as required]
Mon / Tues / Thursday / Friday
9.00 am to 6.30 pm, with 1 hour lunch
Wednesdays



9.00 am to 4.00 pm, with 1 hour lunch
The working week and work plan consider:
· Length of appointments and how these will be reduced as you become competent. 
· Number of appointments per week, gradually building this up over time.
· Telephone calls and triage - building these up over time. 
· On call – shadowing GPs and then running your own sessions with support. 
· Home visits – consider when to introduce home visits 
· Protected tutorial time – with your Clinical Supervisor/Trainer, other GPs and practice staff
· Trainer-agreed private study (attending a hospital clinic, audit or project work) 
· Study leave (courses for examinations etc.) 
· If Day Release is not being held that week you are expected to work in the practice
See Appendix 8 for a typical working week at the practice.
Timetables
Trainees usually see one patient every 20 minutes when they first start working in general practice, with time set aside to discuss consultations with the Supervisor.  Appointment time will reduce to 15 minutes, then 10 minutes, as competence allows.  It is very important that you gradually decrease your appointment length to ten minutes before you finish ST3. There will be a corresponding increase in the number of appointments. You or your Supervisor may wish to schedule prompts as to when a reduction may be considered.  An example timetable is included in Appendix 9.
Home Visits
Undertaking home visits is an important part of the learning provided in practice. It is reasonable to ask you to undertake one to two visits every day even if this means that other doctors in the practice do not visit on that day.
Out of Hours 
Trainee must undertake 72 hours of OOH training per year, or pro rata for 6 month placements.  This is to be done in your own time and spread evenly across the attachment. 
If an OOH shift means that you will need time out of the surgery to fulfil the European Working Time Directive, those hours will need to be made up at another time in the week.  

More details can be found here: http://www.primarycare.severndeanery.nhs.uk/about-us/trainees/out-of-hours-training/  Some practices run "extended hours" sessions. You may be asked to do a share of these. They do not count as part of your OOH work.
Private work 
It is important to learn all aspects of being a GP, including a reasonable amount of private medicals. Please note the funding of private work remains in the practice while you are employed by the practice.
Your First Morning with Us
We want to you feel welcome and part of the team from the moment you walk through the door – if not before!  We understand that there may be some anxiety or trepidation when joining a new practice for the first time – please be reassured that we are a friendly team who you will get to know quickly.
On arrival, you will be met by your Trainer/Clinical Supervisor and the Practice Manager.  You will spend some time with both so that we can complete any relevant paperwork, can show you around the premises, introduce you to the team, and discuss any particular requirements relating to your training time with us.
Human Resources
We will make you aware of a number of policies relating to your rights and responsibilities whilst on placement at the practice.  We will ask you to sign an honorary Contract.  The contract sits alongside your contract of employment with Gloucestershire Hospitals Trust and clarifies our expectations of you as a trainee. 
We will require the following information:
· Contact details of next of kin in case of an emergency
· Sight of the original and copy of Medical Defence certificate
· Sight of the original and copy of GMC Certificate
· Confirmation of inclusion on the national Performers List 
· Proof of identity
· Driving licence if you are likely to drive as part of your duties with us
We will also need to know that:
· You have received occupational health clearance from Gloucestershire Hospitals Trust
· You have received CRB clearance 
We will use this information to meet our requirements as your training provider and to set up your training file. 
Administration
Responsibility for the Registrar
Your Trainer/Clinical Supervisor is responsible for you.  In the practice s/he will plan your learning. 
The Deanery communicates, trains, and liaises with the Trainer/Clinical Supervisor in the first instance, as they are seen to be the trainee’s line manager. Practice Managers usually perform the HR role in the practice. It is important that you correctly identify your “line manager” in your practice so that, if any problems occur, it is clear who is responsible for managing and resolving it effectively. 

All problems relating to you should be brought to your Trainer/Clinical Supervisor.  If your Trainer/Clinical Supervisor is unavailable and the problem is urgent, it should be discussed with one of the Partners.  If your Trainer/Clinical Supervisor is on leave, [Clarify who will be responsible for the trainee when the Trainer/Clinical Supervisor is away]
Please refer to Appendix 10 for your equipment and drug provision list.
Allocation of Patients to be seen by you [adjust as required]
The receptionist will ask patients if they wish to see the Registrar during the initial contact by telephone or in person.  All doctors will also offer patients the opportunity of seeing the Registrar either for a new problem or for follow-up.  Patients should always be given the opportunity of declining the offer of seeing the Registrar.
Access to the Premises [adjust as required]
You will be provided with a key for access to the premises.  Please note that the building is alarmed and you must therefore vacate the premises before the alarm is set, or arrange out of hours access with the Trainer/Clinical Supervisor and Practice Manager.
Business Continuity Plan
On induction, you will be made aware of the Business Continuity Plan.  This is enacted if the surgery is not able to operate normally, such as an internal flood or other incident.  Alternative arrangements will be made in order to continue service to patients and you will be informed with other staff members as soon as possible.
Health and Safety
Whilst working for this practice, you are required to adhere to all health and safety guidance.  This includes while driving in the course of your duties or while visiting patients.  Please note: ignorance of, or avoidance of, health and safety requirements is a disciplinary offence.
Absence and Leave
On your first day we will make you aware of our leave entitlement whilst on placement with us. You will need to abide by the leave and absence policies of your host employer.  This includes annual leave, sick leave, maternity/ paternity leave, parental leave, jury service, and carer’s leave.  Please see Appendix 11 for your leave card to be completed at induction. Further information can be found here: http://www.primarycare.severndeanery.nhs.uk/about-us/trainees/leave/ 
Annual Leave
Your entitlement is 25 days holiday a year, or 30 if you are on pay scale 03 or above.  This allowance is pro-rata if your placement is less than a year or less than full time. 
Trainees cannot bring forward untaken leave from prior placements and cannot carry leave forward to future placements. It is not the practice’s responsibility to ensure you take leave owing from previous employment.
Study Leave
The annual study leave allocation is 30 days for ST1/2 trainees and 40 days for ST3.  This is pro rata for shorter periods or part time training.  If you do not apply for study leave before taking it, you are in breach of practice policies on taking leave as an employee and breach of the Deanery study leave policy as a trainee and could have serious employment and educational ramifications.
If an educational session such as the half day release, patch tutorial, or external event does not run or is cancelled, you should attend the practice instead. If you do not return to the practice this could expose you to allegations of fraud. 
50% of your entitlement is for day release including morning group work, whole day sessions, single days or residential two-day courses. There are forty half days of compulsory education (attendance must be above 70% of these to complete the ST3 year).  Trainees who work less than full time should complete a calendar year of day release course sessions.  Attendance after that is at the discretion of the trainee, Educational Supervisor and Training Programme Director.  
50% of your entitlement is for external study leave – subject to Trainer/Clinical Supervisor approval. Personal study and study for additional skills will be in study leave. You have access to Educational Trusts around the Deanery in addition to Deanery arranged sessions and courses in family planning, child health etc.  You will have identified your learning needs with your Educational Supervisor and document them on your PDP. 
Teaching provided by the practice will not require study leave but any period of private study or work in study groups would, if agreed, be part of Trainer/Clinical Supervisor approved study. All other sessions will be based in the practice undertaking work within the curriculum.
Other leave
The RCGP will allow time off from the training programme for sickness absence, jury service, maternity leave or paternity leave, or carer's leave in accordance with the contractual arrangements with the practice as your employer.  The total aggregated allowance must not exceed one week in any post, up to a maximum of two weeks in a twelve month training period, and six weeks over the three-year training period (Please note that one year would be a calendar year beginning from programme start date).  Any sickness and/or jury service and/or maternity/paternity leave and/or carer's leave taken in excess of this must be made up in full.
You must notify the practice (as per our policies), and your local patch of any sickness absence, planned maternity, jury service requests, and planned carer’s leave so that a record over the 3 year training period can be kept. This is your responsibility as an employee of the practice and as a trainee of the Deanery.  You will also need to complete a PAY2 form if an extension to your training is likely. 
Computers, Confidentiality and Information Governance
Early in your induction period, you will be provided with two log-ons: one to the computer system and one to the patient information system.
Computer System
All our computer hardware is provided by the AIMT Consortium.  You are expected to use all computers appropriately and professionally – any damage to hardware or software should be reported immediately to the IT Manager, or if absent, to the Practice Manager.
Internet access is not restricted and it can be used for appropriate access to web information.  However, use of the internet for personal use should be restricted to breaks and lunchtime.  Please note: inappropriate accessing or downloading of information is a disciplinary matter.
Patient Information System

[Insert details of what the system is, when it was installed, what it is used for (patient calling, self check-in, patient calls, and what guidance will be provided to use the system].

Confidentiality and Information Governance
By having access to patient information, you are required to adhere to confidentiality and information governance procedures.  In short, this requires that you access information that is relevant to your work and that you do not share such information unless it is appropriate to do so.  Please note: inappropriate access to patient or other personal information, or the inappropriate sharing of such information, is a disciplinary matter.
Legal and Financial
Salary
Gloucestershire Hospitals Trust will calculate your salary, leave, and pension, through your continuing NHS employment, therefore entitlements (except annual leave) carry over between placements. Any query about your salary should be directed to Gloucestershire Hospitals Trust.

Mileage
You can claim mileage for home visits.  You will need to submit claims to Gloucestershire Hospitals Trust. It is essential that you understand what you can claim and thus avoid any potential for fraud allegations.    
At the end of the Placement
There are a few housekeeping matters to remember when you complete your placement with us:
· Ensure you have informed Gloucestershire Hospitals Trust, especially if this is an ST3 placement and you are due to complete training.
· Refer to the checklist: http://www.primarycare.severndeanery.nhs.uk/about-us/trainees/training-completion/ 
· Ensure any leave owing is recorded for notification to Gloucestershire Hospitals Trust
· Ensure you have completed handover activity outlined in our policies and for work you have been responsible for.  
Appendix 1: Useful Contacts

The Partners
[List name, roles, responsibilities and contact number for each Partner]

Our Staff

[List names and roles for each team including nursing, reception and administration, attached staff, community staff]

Medical Education
[Complete]

	Name
	Role


	e-mail 

	
	VTS GP Educator, Post Graduate Centre
	


	
	VTS patch administrator, Post Graduate Centre
	


	
	RCGP Tutor for the region
	

	
	RCGP Secretary for the region
	

	
	GP Associate Postgraduate Dean
	


Our CCG
[Name and contact number] 

Confidential Listening Service

For problems relating to your work in general practice


[list if applicable]

Telephone Numbers
	Organisation
	Name and Number

	Ambulance
	

	Local Pharmacy
	

	Local Hospital
	

	Child Protection – Designated Doctor
	

	Child Protection – Designated Nurse
	

	Child Protection – Named Doctor Safeguarding Children
	

	Community Matron
	

	District Nurse 
	

	Out of Hours
	

	Locality Safeguarding Nurse 
	

	Trust Hospital [list as many as applicable]
	

	Poisons Information
	

	Social Services for Adults
	

	Medical Centre [list centres near practice]
	


Appendix 2: Our Area

[Insert map of area]
Appendix 3: Our Practice
	From [insert main motorway]

· Bullet point 1 steps from motorway.

· Bullet point 2 steps from motorway.

· Bullet point 3 steps from motorway.

· Bullet point 4 steps from motorway.

· Bullet point 5 steps from motorway.

· Bullet point 6 steps from motorway.

[Detail car parking arrangements at practice]



[Insert local map with practice location]

[Insert image of practice exterior]

Appendix 4: Partners’ Rota [complete]
	Date
	Duty Doctor
	Morning Surgery
	Hospital / Wed Afternoon
	Evening Surgery
	Extended Surgery
	Holiday / Courses

	Monday
	  
	  
	  
	  
	  
	

	Tuesday
	  
	  
	  
	  
	  
	

	Wednesday
	  
	  
	  
	  
	  
	

	Thursday
	  
	  
	  
	  
	  
	

	Friday
	  
	  
	  
	  
	  
	

	Saturday
	  
	  
	  
	  
	  
	

	Monday
	  
	  
	  
	  
	  
	

	Tuesday
	  
	  
	  
	  
	  
	

	Wednesday
	  
	  
	  
	  
	  
	

	Thursday
	  
	  
	  
	  
	  
	

	Friday
	  
	  
	  
	  
	  
	

	Saturday
	
	
	
	
	
	

	Sunday
	
	
	
	
	
	


	
	Appendix 5: Tutorial List [adjust to suit]
	Dr
	Date

	1
	Introduction to Practice, Contract and Terms of Service
	
	

	2
	Doctors Bag, Emergencies, Home Visits, On Call, Admitting Patients
	
	

	3
	Training needs introduction
	
	

	4
	Microtest, the computer, Read Coding, Summaries, Note keeping
	
	

	5
	Practice organisation, forms, appointment system, telephone
	
	

	6
	Out of hours, repeat prescribing, visits
	
	

	7
	NHS Organisation, GP contract, payment of GPs
	
	

	8
	The Consultation
	
	

	9
	Prescribing, PACT, Formularies
	
	

	10
	Ethics, Use of Resources, Information Governance and Confidentiality
	
	

	11
	Continuing Medical Education – PLP, use of resources, Project, + Audit
	
	

	12
	Video, assessment of progress – MCQ
	
	

	
	
	
	

	13
	Cardiovascular disease
	
	

	14
	Hypertension
	
	

	15
	Asthma
	
	

	16
	Diabetes
	
	

	17
	Menopause, Menstrual Problems
	
	

	18
	Infant health and disease
	
	

	19
	Audit
	
	

	20
	Terminal care
	
	

	21
	Psychiatry in General Practice
	
	

	22
	Substance Misuse
	
	

	23
	ENT & Ophthalmology
	
	

	24
	Dermatology
	
	

	25
	Rheumatology and Autoimmune Disease
	
	

	26
	Psychosexual diseases, STDs
	
	

	27
	Family Planning, GP obstetrics
	
	

	28
	Health promotion
	
	

	29
	Headache
	
	

	30
	Elderly Care
	
	

	
	
	
	

	31
	Video, assessment of progress – MCQ
	
	

	32
	Referrals
	
	

	33
	History of general practice and its future
	
	

	34
	Finding a practice, job application, CV and references
	
	

	35
	Time management, delegation, planning and managing change
	
	

	36
	Practice finance
	
	

	37
	GP as employers
	
	

	38
	Managing a balance – work and home life, sick doctor
	
	

	
	
	
	

	39
	Medico-legal matters, solicitors, police, insurance reports, fitness to fly/drive
	
	

	40
	Patient complaints, abusive patients – verbal, physical, sexual
	
	

	41
	Coping with failure / criticism, LMC, Health Authority, GMC
	
	

	42
	Accounts, Practice Agreements, Working with others
	
	

	43
	Outside commitments, GPs responsibility to the profession, non-GMS earnings
	
	

	44
	Ethics – Terminal Care, Confidentiality case scenarios
	
	

	45
	Video and Final Assessment, VTR1
	
	

	
	
	
	

	46
	Role of a Practice Manager, and a good relationship between PM and GP
	
	

	47
	How to manage finances
	
	

	48
	How to manage people
	
	

	49
	How to manage premises
	
	

	50
	NHS organisations and politics in primary care
	
	

	51
	How to manage, negotiate and monitor practice contracts, and meet QOF targets
	
	

	52
	What is required when buying into a practice
	
	


	Appendix 6: Induction Competence Areas for Work Based Assessment 

	1
	Communication and Consultation Skills
	Consultation time - observing and observed

	2
	Practising holistically
	Consultation time – observing, observed, & tutorial

	3
	Data gathering and interpretation
	Review of test / blood results, and tutorials

	4
	Making a Diagnosis / Making decisions
	Consultation time - observing and observed

	5
	Clinical management
	Consultation time - observing and observed

	6
	Managing medical complexity
	Diabetes / Long Term Conditions clinics

	7
	Primary Care Administration and IMT
	Reception, IT Manager and Practice Manager

	8
	Working with colleagues and in teams
	Meeting community staff, visiting Chard Hospital

	9
	Community orientation
	Meeting community staff

	10
	Maintaining performance, learning and teaching
	Attending practice meetings and educational sessions

	11
	Maintaining an ethical approach 
	Tutorial, consultation time observation

	12
	Fitness to practice
	SEA reviews (3 times per year), consultation time


	Appendix 7: Induction Timetable [adjust to suit]

	
	Morning
	Lunch
	Afternoon
	Evening

	Week 1
	9 - 10.30
	11.00 - 12.30
	12.30 -1.30
	1.30 - 3.30
	3.30 - 6.30

	Weds
	Welcome to the Practice
	 
	Educational session/ meeting
	CLOSED

	
	Supervisor/Practice Manager
	 
	 
	 

	Thurs
	Introduction to IT system
	Tutorial (Doctors Bag)
	 
	Visits
	Surgery (to observe)

	
	IT support
	Supervisor
	 
	Duty Doctor
	Doctor 1

	Friday
	Nurse Practitioner surgery
	 
	Meet community pharmacist
	Week 1 Review and Study

	
	Nurse
	 
	As applicable
	Supervisor

	Week 2
	Surgery (to observe)
	 
	Clinical Management meeting
	Chard Hospital

	Monday
	Doctor 2
	 
	 
	Visiting Doctor

	Tuesday
	Phlebotomist
	Reception (observe)
	 
	Meeting with District Nurses
	Surgery (to observe)

	
	As applicable
	Receptionist
	 
	District Nurses
	Doctor 3

	Weds
	Practice Nurse surgery
	Meet PCT pharmacist
	 
	Educational session/ meeting
	CLOSED

	
	Practice Nurse
	PCT Pharmacist
	 
	 
	 

	Thurs
	Tutorial 
	Joint Surgery
	 
	Visits
	Surgery (to observe)

	
	Supervisor
	 
	Duty Doctor
	Supervisor/Doctor 4

	Friday
	Surgery (own, under observation)
	 
	Meeting with Health Visitors
	Week 2 Review and Study

	
	Supervisor
	 
	Health Visitor
	Supervisor

	Week 3
	Surgery (to observe)
	Visits
	 
	Imms Clinic (observation)
	Chard Hospital

	Monday
	Duty Doctor
	 
	As appropriate
	Visiting Doctor

	Tuesday
	Surgery (under observation)
	Meet Community Matron
	 
	Own visits
	Review visits (community orientation)

	
	Doctor 2
	Community Matron
	 
	 
	Supervisor

	Weds
	Review of test/blood results, inc tutorial
	 
	Educational session/ meeting
	CLOSED

	
	Doctor 3
	 
	 
	 

	Thursday
	Surgery (own, under observation)
	 
	Midwife (observation)
	Tutorial (Ethical Approach to Practice)

	
	Doctor 4
	 
	Community Midwife
	Supervisor

	Friday
	Diabetes Surgery
	 
	Own visits
	Week 3 Review and Study

	
	Supervisor/ As applicable
	 
	 
	Supervisor


Appendix 8: The Working Week [adjust to suit]
Example 1
	Day
	Morning Surgery
	Lunch
	Visits (2)
	Afternoon Surgery

	Monday
	8.30 – 12.30 
	12.30- 1.30 
	1.30 – 2.30
	2.30 – 5.30

	Tuesday
	8.30 – 12.30 
	12.30- 1.30 
	1.30 – 2.30
	2.30 – 5.30

	Wednesday
	8.30 – 12.30 
	12.30- 1.30 
	Day Release Scheme

	Thursday
	8.30 – 12.30 
	12.30- 1.30 
	1.30 – 2.30
	2.30 – 5.30

	Friday
	8.30 – 12.30 
	12.30- 1.30 
	1.30 – 2.30
	2.30 – 5.30


Example 2
	Day
	Morning Surgery
	Lunch
	Visits (2)
	Afternoon Surgery

	Monday
	8.30 – 12.30 
	12.30- 1.30 
	1.30 – 2.30
	2.30 – 5.30

	Tuesday
	8.30 – 12.30 
	12.30- 1.30 
	1.30 – 2.30
	2.30 – 5.30

	Wednesday
	8.30 – 12.30 
	12.30- 1.30 
	Day Release Scheme 2.00 – 5.pm

	Thursday
	8.30 – 12.30 
	12.30- 1.30 
	1.30 – 2.30
	2.30 – 5.30

	Friday
	8.30 – 12.30 
	12.30- 1.30 
	1.30 – 2.30
	2.30 – 5.30


Example 3
	Working Week
	
	
	
	

	Date
	Start Time
	Lunch Break
	Finish Time
	Total Hours

	Day 1
	9.00
	12.30 – 13.30
	18.30
	8.5

	Day 2
	9.00
	12.30 – 13.30
	18.30
	8.5

	Day 3
	9.00
	12.30 – 13.30
	16.00
	6.0

	Day 4
	9.00
	12.30 – 13.30
	18.30
	8.5

	Day 5
	9.00
	12.30 – 13.30
	18.30
	8.5

	Total:
	  
	40.00


	Appendix 9: Example Appointment Schedule

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Registrar
	 
	Supervisor
	 
	
	Registrar
	 
	Supervisor
	 
	
	Registrar
	 
	Supervisor
	 

	20 minutes
	
	
	
	 
	
	15 minutes
	
	
	
	 
	
	10 minutes
	
	
	
	 

	 
	
	
	
	
	 
	
	 
	
	
	
	
	 
	
	 
	
	
	
	
	 

	 
	
	
	9.00
	Appointment
	
	9.00
	Advance appt
	9.00
	Appointment
	
	9.00
	Appointment
	9.00
	Appointment

	9.10
	Advance appt
	
	9.10
	Appointment
	
	9.15
	Advance appt
	9.10
	Appointment
	
	9.10
	Appointment
	9.10
	Appointment

	 
	
	
	9.20
	Appointment
	
	
	
	9.20
	Appointment
	
	9.20
	Appointment
	9.20
	Appointment

	9.30
	Advance appt
	
	9.30
	Appointment
	
	9.30
	Same day
	
	9.30
	Appointment
	
	9.30
	Appointment
	9.30
	Appointment

	 
	
	
	9.40
	Appointment
	
	9.45
	VOID
	
	9.40
	Appointment
	
	9.40
	Appointment
	9.40
	Appointment

	9.50
	VOID
	
	9.50
	VOID
	 
	
	
	
	
	9.50
	VOID
	 
	
	9.50
	VOID
	
	9.50
	VOID
	 

	 
	
	
	10.00
	Appointment
	
	10.00
	Same day
	
	10.00
	Appointment
	
	10.00
	Appointment
	10.00
	Appointment

	10.10
	Advance appt
	
	10.10
	Appointment
	
	10.15
	Advance appt
	
	10.10
	Appointment
	
	10.10
	Appointment
	10.10
	Appointment

	 
	
	
	10.20
	Appointment
	
	
	
	
	10.20
	Appointment
	
	10.20
	Appointment
	10.20
	Appointment

	10.30
	Coffee / void
	
	10.30
	Coffee / void
	
	10.30
	Coffee / void
	
	10.30
	Coffee / void
	
	10.30
	Coffee / void
	
	10.30
	Coffee / void

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	
	
	
	
	 
	
	11.00
	Advance appt
	11.00
	Appointment
	
	11.00
	Appointment
	11.00
	Appointment

	11.00
	Same day
	
	11.00
	Appointment
	
	11.15
	Same day
	
	11.10
	Appointment
	
	11.10
	Appointment
	11.10
	Appointment

	 
	
	
	11.10
	Appointment
	
	
	
	
	11.20
	Appointment
	
	11.20
	Appointment
	11.20
	Appointment

	11.20
	Same day
	
	11.20
	Appointment
	
	11.30
	Same day
	
	11.30
	Appointment
	
	11.30
	Appointment
	11.30
	Appointment

	 
	
	
	11.30
	Appointment
	
	11.45
	VOID
	
	11.40
	VOID
	 
	
	11.40
	VOID
	
	11.40
	VOID
	 

	11.40
	VOID
	
	11.40
	VOID
	 
	
	
	
	
	11.50
	Appointment
	
	11.50
	Appointment
	11.50
	Appointment

	 
	
	
	11.50
	Appointment
	
	12.00
	Advance appt
	12.00
	Appointment
	
	12.00
	Appointment
	12.00
	Appointment

	12.00
	Advance appt
	
	12.00
	Appointment
	
	12.15
	Advance appt
	
	12.10
	Appointment
	
	12.10
	Appointment
	12.10
	Appointment

	 
	
	
	12.10
	Appointment
	
	
	
	
	12.20
	Appointment
	
	12.20
	Appointment
	12.20
	Appointment

	12.20
	Advance appt
	
	12.20
	Appointment
	
	12.30
	Same day
	
	12.30
	Appointment
	
	12.30
	Appointment
	12.30
	Appointment

	 
	
	
	12.30
	Appointment
	
	12.45
	VOID
	
	12.40
	VOID
	 
	
	12.40
	VOID
	
	12.40
	VOID
	 

	12.40
	VOID
	 
	12.40
	VOID
	 
	
	
	
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 




Appendix 10: Equipment and Drug Provisions for GP Registrars
Equipment to be provided by the Registrar:
· Torch
· Tourniquet
· Stethoscope
· Mobile Phone
Equipment to be provided by the Practice:
· Auroscope
· Ophthalmascope
· Hand held sphygmomanometer
· Thermometer
· Tendon hammer
· Drugs
· Venesection kit
· Blood bottles / sample bottles
· Note paper
· Lab and x-ray request forms
· Prescription pad
· Sickness / fitness certificates
· Multi-claim forms
· Maps
· Resuscitation kit including mouth piece
· Peak flow meter
· Bleep
· Controlled drug book (hard back)
	Drug Description
	Batch No.
	Date received
	Date given
	Patients name/ID

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix 11: Leave Card Template from Gloucester Hospitals Trust

[image: image1.emf]Absence-Annual-Leave-Record-Template.x|










Appendix 4









1
17/07/2013
[Insert file path where document saved]
Version 1 [insert version updates]


_1309281511.xls
Absence

		GP Trainee Absence Recording

		Education Provider				Gloucestershire Hospitals

		Month/Year		Jun-13		(To the last Sunday of each month)

		GP Trainee Name		Absence Reason		Comments (if any)		Date of Absence from		Date of Absence to		Actual no. of days absent

														Annual Leave

														Study Leave

														Sick Leave - Uncertified (1-3 days)

														Sick Leave - Self Certified (4 - 7 days)

														Sick Leave - Medically Certified (8+ days)

														Maternity Leave

														Paternity Leave

														Adoption Leave

														Parental Leave

														Family Leave

														Other - please comment





Annual Leave

		GP Trainee Annual Leave Record

		GP Name

										No. of months in post		6

		Actual Leave Entitlement in Rotation				16.00				Full Annual Leave Entitlement		32

		Date Of Application		Date of Leave from		Date of Leave to		No. of days		Balance in days		Authorised		Comments






