Locum GP Induction & Practice Packs:

Guidance from Somerset LMC

How to make the most of this document:
· This guidance looks at things that could be included in a practice induction for locum GPs, a practice ‘locum pack’ and some suggestions about the responsibilities of locum GPs working at practices.

· The locum pack should be kept on the Practice Intranet, in an A4 box file or similar (in an accessible yet secure place).
· It is suggested that a designated member of the practice team reviews the pack and its contents at regular intervals, to ensure the information is kept current and relevant.  This could be done jointly with a member of the clinical team.  We would suggest that new or current changes to the pack are highlighted on a coloured laminated A4 sheet, to ensure locums are kept fully up to date.

· This document does not aim to be fully comprehensive.  Each practice will need to tailor the pack and its requirements accordingly.
· Some guidance is available for some sections of this form.  Depending on the version of Word being used, you can enter F1 to open help text, or text will be displayed in the status bar at the bottom of the window.
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	Surgery Name:      


Locum GP Induction

	Practice logistics

	A walk around the practice to meet staff and ensure familiarity with the waiting area, reception, administration office, consulting rooms, fire exits, toilets, kitchen.

      is your main point of contact.
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	Emergency equipment
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	Safety

	      door key/code (if relevant and locum doctor may be left alone in the building).

      alarm code (if relevant and locum doctor may be left alone in the building).

In the event of an emergency if the surgery has closed, please contact:      
Routine non administrative staff:      
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	Routine equipment, special kits and specimen collection

	Specialist equipment:      
Sample collection and storage:      
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	Access

	Key codes or temporary use of swipe card to allow entry to appropriate areas within the practice.
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	Consulting room

	Door sign with the doctor’s name on the door if possible.  A temporary sign typed on paper and stuck on the door.  A more formal sign if the arrangement is longer term.

Receptionists and patients should be clear in exactly which room the locum doctor is based and what the doctor’s name is.

Method of calling patient from waiting area:      
Location of emergency or panic button in consulting room if applicable:      
Location of basic examination equipment in consulting room:       and consumables:        Please ensure adequate supply prior to session commencing.
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	IT systems

	Our clinical system is:      .

Computer login and password for all relevant applications that the doctor will encounter in their daily work:        (Access to some of these may need to be requested in advance).

All passwords should be private and known to the user only, for security purposes.

Each clinical entry should be easily identifiable to the relevant doctor.

Instruction in the use of systems for external telephone interpreters for non-English speaking patients if applicable:      
Both the locum doctor and the practice to ensure that the doctor has familiarity and competence with the computer systems used.
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	Surgery Name:      


Locum Pack

	Practice Summary

	Our doctors and interests:

     
Nursing staff and interests:

     
Administrative staff:

     
Practice size and demographics:

     
Practice details:

     
Opening hours and clinic times:
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	Contact Information

	Internal extensions for practice staff:

     
Bypass number for administrative staff:

     
Useful contact information:

     
PCT/CCG Primary Care information 

http://tinyurl.com/7ylr5js MacroButton "FollowLink" 
(double click to open).
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	In-house referrals

	Information regarding practice leads and methods of arranging appointments.

     
In-house procedures.

     
How to arrange in-house referrals.

     
Practice referral management systems.
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	Community and hospital referrals

	Location of referral forms and pro formas.

     
Information on low priority thresholds and procedures.

     
Choose and book.

     
GPSI’s.
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	Child Protection

	Child Protection Information.
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	Prescribing

	Practice/PCT formulary.

PCT Prescribing & Medicines Management: http://tinyurl.com/7g2mdlr MacroButton "FollowLink" 
(double click to open).
     
Medicines management information.

     
Practice Protocols

     


Ctrl + click to return to Contents
	Certificates and non-NHS services

	Fit for work certificates and practice charges.

     
Private fees.
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	Home visit information

	Home visit information.
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	Quality and Outcomes Framework

	Practice Policies.
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	Somerset Primary Link

	Practice Policies.
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	Dictations

	Dictation system.

     
Dictation process.
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Responsibilities of Locum GPs could include
Communication
· Ensure mobile telephone number is given to member of reception staff if out on a visit or if on-call.

· Leave your contact details, so possible queries regarding referrals, dictated letters and so on can be addressed if necessary, after you have left the practice.

Safety and continuity

· Ask an appropriate member of the practice team if there are any questions, or there is anything about the locum pack or practice policies of which you are uncertain.

· If there are any patients you encounter that may need particular follow-up by a colleague after your have left, then communicate this information in an appropriate and safe manner.

Clinical Governance matters

· Liaise with the Practice Manager or a designated GP partner regarding feedback mechanisms for compliments, complaints or any significant events that may occur.

· Feedback in the other direction i.e. from a locum to a practice, may also be beneficial for both parties and this could be discussed with an appropriate member of the management or clinical team, Practice Manager or Partner.
	Our thanks to Cambridge LMC for their text within this document that allowed the development of the template.
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