Time Management - 

Welsh's 10 tips for consultations

1. Ensure computer ready 10 mins before (with referrals & forms and intranet minimised)

2. Call 1st pt early if possible

3. Try to screen for >1 problem early in consultation if possible

4. Decide early on if can be wrapped up in 1 consultation; if you know they'll have to come back the pressure is off and you can plan your time effectively

5. Treat every consultation like a 10 minute one, even if it's 12 mins
6. Make use of summarising & signposting to keep consultation moving forwards
7. Write as much of the notes as you can while consulting, even if this is not as MRCGP-like as one might like; if there's a consultation requiring a lot of writing, try to leave no more than one of these to the end and make sure you've noted key points so you don't forget the detail

8. Have clock visible just behind pt

9. If printing material or finding info for pt leave it for them to collect later if pushed for time

10. If pt introduces new problem at the end which doesn't need dealing with straight away consider saying "this deserves more time than we have left today, I'd like to see you in a separate appmt to do it justice" and maybe make the appmt for them
