REGISTRAR ORIENTATION PLAN

1. PREMISES / SECURITY

· Layout of Malago Surgery – fire doors, fire extinguishers
· Keys (Front door, inside doors, reception and stairwell, car park, passage gates)
· Security standards day / night
· Burglar alarm
· Panic alarms / personal security
· Car security and car park
2. STAFF

Introduction to team members and their roles

MALAGO STAFF

· Practice Manager


John Gibson
· Assistant Manager


Lynne Groves
· Administrator



Jackie Flook
· Receptionists


Teresa Babonau
Jayne Davey

Wendy Harrington

Amy Patch

Paula

Joan

· Secretaries



Ruth , Liz, Maria
· Partners



Sue Chambers (room1)
Andrew Green (floating!)

Judith Jones (room 4)

Hattie Lupton (room 2)

Tom Smyth (room 2)







Rona Hellings (room 5)

· Salaried doctors


Brian McManus (room 6)
Alison James (room 1)

· Registrar



Clare Fleming (room 3)


Shahida Yaqub (regular locum)
· Nurses



Julie Excell
Elizabeth Green

Jo Brogan

Sue Burchill


     ATTACHED STAFF

· District nursing team

Beth, Kay

· Health visitors children



· Health visitors elderly

· APN




Jane Alder

· Occupational therapists

Elaine Hollerhead

· Drugs counsellor


Louanne

· Alcohol counsellor


Cathal

· Dietician

· Housekeeper



Angela

· Gardener



Mrs Blom

3. ADMINISTRATION / CONTRACT

· Practice timetable on Malago Net
· Telephone triage and booked surgeries
· Meetings
· Appointments
· Leave system – holidays, study and other leave
· Calculation of pay
· Car allowance
· Mobile phone / land line reimbursement
· Telephone system – making calls
· Intercom and LED screen waiting room
· Out of hours arrangements and BrisDoc
· Practice library
· Contract of employment
4. COMPUTER / PATIENT RECORDS

· Introduction to EMIS
· Workflow
· Electronic results via lab links
· Internal messaging systems
· Use of PC in the practice - MalagoNet
· Use of email – Outlook
· Patient paper records
· Summary of notes
· Culling of notes
· Patient electronic records
· Use of templates
5. OFFICE LAYOUT / MAIL

· Layout of reception area and cupboards

· Layout of manager’s/secretary’s office

· Incoming post

· Outgoing post via GPO

· Outgoing post via UBHT

· Specimen collections

· GP lab links

· New patient registrations

· Temporary/immediate/emergency registration

· Individual intrays

· Dictating letters and typing for secretary

· Signing of typed letters

· Insurance reports and solicitors letters MAR doctor

· Filing

· Dead notes drawer

· Death certification

· Coroner

· Repeat prescribing

· Systems for urgent action items

· Shredding, recycling and photocopying

6. ITEMS OF SERVICE

· Familiarity with items of service

· Familiarity with process for claiming

· QOFs

7. CLINICAL WORK

· Medical bag
· Practice protocols
· Prescribing protocols
· Visiting patients
· Nursing home patients
· Recording the consultation

· Writing prescriptions

· Ordering tests
· Referring patients
· Taking bloods
· Review of chronic diseases
· Health promotion
· Primary / secondary care interface
· Emergency care / defibrillator / nebulisers / drugs
· Maternity care
· Role of duty doctor
8. MEDICO-SOCIAL ISSUES

· Medical certificates

· Housing reports

· Orange badge reports

· Benefits agency reports

· Insurance company reports

9. MEDICO-LEGAL ISSUES

· Confidentiality

· Health and safety at work

· Data protection act

· Practice charter

· Notes out of practice

· Child protection issues

· Complaints procedure

10. STUDENT HEALTH SERVICE

· Location

· Security

· Car parking

· Record keeping

· Appointment system and telephone triage

· Recruiting patients

· Role of nurse 

· Protocols

· Laboratory results and letters

· Directing patients to Malago when UWE closed

11. PRACTICE AREA ORIENTATION

· Practice area 

· Local A-Z

· Student Health Service

· Student residences

· Nursing homes

· Local chemists

12. TREATMENT ROOM

· Role of practice nurses

· Treatment room layout

· Outline of extended role

· Booking system for treatment room

· Minor operations

· Patient leaflets

· Logging of items of service

· Drug cupboards

· Claiming for items dispensed

· Emergency drugs and resuscitation box

· Special equipment

· Care of equipment

13.SMART CAR

· Lives in corner car park

· JG will demonstrate

· Use automatic mode

· Takes unleaded petrol

· Only used by duty or visiting doctor

· When out in Smart have mobile on so any emergency call can be passed on

· No eating or smoking

· Do not transport patients

· Tell JG of any faults
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