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PRACTICE INDUCTION PACK

NAME OF PRACTICE - RUSHBOTTOM LANE SURGERY

Practice Manager 

· CHRIS LOWE






General Practitioners




· DR TROTTER

· DR HISCOCK

· DR GUPTA

· DR ZIN

· DR GALE

· DR KHAN

· DR ROSE

· DR ISLAM (Salaried GP)

Practice Nurses

· SUSAN WHITEMAN

· JACQUI MOODY (Nurse Practitioner)

· SANDRA PEARSON

Practice Telephone Number
0844 477 8732


Fax                                   

01268 795150




PCT Name



SOUTH EAST ESSEX



Dispensing?    


NO

Training Practice?


YES

Medical Students?


YES

Nurse Practitioner?


YES


Practice formulary?            

 YES
TELEPHONE EXTENSION NUMBERS

 



SWITCHBOARD

Alison / Sharon 201

DOCTORS
Ramnik Patel 209
Geoff Trotter 210

Jack Baker 211

Steve Hiscock 212

Sunil Gupta / Charlotte Rose 228

Asha Swamy 214

Mee Mee Zin / Mon Mon Gale 215

Riz Khan 216

GP Registrar 229

RECEPTION WINDOWS

Ramnik / Jack / Asha / Jo appointments – Pam / Lorraine / Elayne 202 and 203
Geoff / Mee Mee / Mon Mon / Nurse appointments – Chris B / Karen / Andrea 204 & 205

Steve / Riz / Sunil / Midwife appointments – Chris P / Lin C / Lorraine 206 and 207

PRESCRIPITONS

Gillian / Sharon 208

NURSES

Jo / Clare (Dr Patel and Partners) 217

Sandra and Sue (Dr Trotter and Partners) 218

Jacqui (Dr Trotter and Partners) 213

PRACTICE MANAGER

Chris Lowe 219

SECRETARIES

Lee am 220

Lee pm 222

Chris S 220

Debbie 221

REST ROOM 223

COMPUTERS

Julia / Sharon K 224

Terry / Freda 226

Anne 225

CONFERENCE ROOM 227

USEFUL PHONE NUMBERS







· Ambulance    01245 443241

· Basildon Hospital    0845 155 3111           

Nethermayne, Basildon, Essex, SS16 5NL

· Bupa Wellesley Hospital      01702 447921

      Eastern Ave, Southend-on-Sea, Essex SS2 4XH

· Citizens Advice Bureau

Benfleet = 01268 511889.  Southend = 01702 610610

· Coroner Southend = 01702 530911; Basildon = 01268 593770

· District Nurse
01702 608250   
· Fax referrals to 01702 390761



     Out of hours phone 01702 435555 ext 2578

· Social Worker 

    Duty social worker = 01268 565999; Evenings/weekends = 01245 434083

· Genito-urinary clinic in Southend Hospital. 

    Male = 01702 221235; Female = 01702 221234    

· Health Visitors

Hadleigh Clinic, 49 London Road, Hadleigh – 01702 578600

Thundersley Clinic, 8 Kenneth Road, Thundersley – 01268 366820

· Pharmacists 

Arundel Pharmacy – 96 Arundel Road Benfleet Essex SS7 4EF = 01268 794449

Cross Chemist – 133 London Road Benfleet Essex SS7 5HU = 01268 793153

Daynite Pharmacy – 261 London Road Hadleigh Essex SS7 2BN = 01702 559173

· Police Station (Rayleigh) 01268 775533

· Primary Care Trust (South East Essex) 01702 224600

· Rapid Response Team Monday to Friday 8am to 5pm phone 07710 929672

· Mon to Fri 5pm to 10pm and Weekend 8am to 10pm phone 07710 929478

· RELATE (Marriage Guidance) = 10702 342901

· Social Worker 

      Duty social worker = 01268 565999; Evenings/weekends = 01245 434083

           Approved social worker for Mon to Thur 9am to 5pm and Fri 9am to 4pm 
Phone 01268 366420

· Social Services = 01268 565999
· Southend Hospital   

     PRITTLEWELL CHASE, WESTCLIFF ON SEA 
 

                   ESSEX, SS0 0RY 

· Switchboard
07102 435555

· TAXI

· Steve’s taxi service
01268 750001

· UNDERTAKERS

Stibbards – 4 Common Hall Lane, Hadleigh = 01702 558717

Alden        – 
101 London Road, Tarpots, Benfleet = 01268 793027



And  
196 High Road, Benfleet = 01268 793275

FORMS FOR REFERRALS

· (Forms kept in cabinet in Anne’s Room upstairs)
· There is also some helpful information on the PCT Website re policies and
Procedures for referral on www.see-pct.nhs.uk (Our Partners) which may
be of interest. 

ATRIAL FIBRILLATION - FILL IN FORM FOR RAPID ACCESS AF CLINIC

BLUE BADGE 
-         PARKING BADGES

CANCER (2wk wait)      - DO DICATATION FOR SECRETARY TO SEND VIA CHOOSE

                                                                AND BOOK SAME DAY.

CHEST PAIN                  - FILL IN FORM FOR RAPID ACCESS CHEST PAIN CLINIC

CHILD AND FAMILY

                            CLINIC 
       - FILL IN FORM FOR CHILD AND FAMILY SERVICE

CHILD PROTECTION    - ESS999 INTERAGENCY REFERRAL FORM

CHRONIC FATIGUE   SYNDROME - FILL IN FORM FOR REFERRAL TO CHRONIC FATIGUE
 CLINIC
 DISTRICT NURSING   - FILL IN FORM FOR DISTRICT NURSE REFERRAL

 ECG REPORTING       - FILL IN FORM FOR ECG REPORTING AT SOUTHEND  

                                                  HOSPITAL

ECHOCARDIOGRAM - FILL IN FORM FOR DIRECT ACCESS ECHOCARDIOGRAM

 EMG                             - FILL IN FORM REQUESTING NERVE CONDUCTION STUDES

EXERCISE REFERRAL SCHEME - WATERSIDE FARM SPORTS CENTRE

FALLS                          - FILL IN FORM TO REFER TO FALLS PREVENTION AT 
      TYRELLS

GASTROSCOPY         - FILL IN FORM FOR DIRECT ACCESS GASTROSCOPY

HEART FAILURE        - REFER TO HEART FAILURE CLINIC

 INCONTINENCE          - FILL IN CONTINENCE ADVISORY SERVICE REFERRAL 
     FORM

 LEG ULCER                 - FILL IN TYRELLS LEG ULCER REFERRAL FORM

OCCUPATIONAL THERAPY – FILL IN REFERRAL FORM FOR OCC. THERAPY

OPIATE MISUSE
- 
ESSEX SHARED CARE

PODIATRY/CHIROPODY
-
APPLICATION FOR ASSESSMENT
SMOKING                    - FILL IN FORM FOR SMOKING CESSATION SERVICE

SPIROMETRY             - FILL IN FORM FOR DIRECT ACCESS SPIROMETRY

STROKE REFERRAL

TERMINATION            - FILL IN REFERRAL FORM AND SIGN FIRST PART
TERMINALLY ILL         - FILL IN FORM FOR REFERRAL TO SOUTHEND PALLIATIVE     

                                                   CARE SERVICE

 TIA CLINIC

    - FILL IN FORM FOR TIA CLINIC
TONSILLECTOMY REFERRAL – SOUTHEND HOSPITAL

WHEELCHAIR              - FILL IN WHEELCHAIR REQUEST FORM

YOUNG PEOPLE DRUG & ALCOHOL SERVICE

IF YOU CANNOT FIND THE APPROPRIATE FORM PLEASE ASK
THE SECRETARIES OR ANNE COLLINS WHO SHOULD BE ABLE

TO HELP YOU
Referring to Allied Professions – 
Chiropody 

FOR DIABETICS THERE IS A LETTER 



TEMPLATE YOU CAN FILL IN 

Counselling              DICATE REFERRAL LETTER TO COUNSELLORS                                                                                              

                    WHO ARE ATTACHED TO THE SURGERY

Drug and Alcohol      COMMUNITY ALCOHOL COUNSELLING SERVICE

                    EITHER AT 2ND FLOOR, QUEENSWAY HOUSE, 

                                        ESSEX ST. SOUTHEND ON SEA

                                        ESSEX SS2 5TD       


                                        01702 577017

                    OR AT SYDERVELT CENTRE, SYDERVELT ROAD, 

                                CANVEY ISLAND, ESSEX, SS8 9EG

                                        01268 366466

Dietician                   DICATE REFERRAL LETTER TO DIETICIAN 

                   FOR DIABETICS THERE IS A LETTER TEMPLATE 

                   WHICH YOU CAN FILL IN

Midwife/ antenatal care      FOR BASILDON HOSPITAL DO REFERRAL 
                                                              LETTER TO ANTENATAL CLINIC.

                             FOR SOUTHEND HOSPITAL FILL IN A4 REFERRAL

                                                FORM.

Physiotherapy          DICATE REFERRAL LETTER

Special Procedures – How do I arrange or organise….
Soft collars and splint?       RING PLASTER ROOM, SOUTHEND HOSPITAL

Joint injections?                  DR HISCOCK AND DR GALE TO SOME 




INJECTIONS

Indwelling catheters for adults?        REFER TO DISTRICT NURSE

Family Planning – How to organise…

Contraceptive advice leaflets?                            PRINTOUT FROM COMPUTER                 

Routine and Emergency IUCD?                          LOCAL FAMILY PLANNING 







CLINIC

Depot Progesterone Injections?                         GIVE PRESCRIPTION TO 
PATIENT WHO GETS IT FROM CHEMIST AND HAS IT GIVEN BY NURSE OR GP

Vasectomies         

REFER TO ONE OF THE VASECOTOMY 
PROVIDERS VIA REFFERAL LETTER

ESSENTIAL INFORMATION AND USEFUL TIPS
Running the Surgery

How do I summon a patient?     
OPEN YOUR DOOR AND CALL THE PATIENT’S 





NAME

What is my password? 

YOU WILL BE PROVIDED WITH A PASSWORD

What is the preferred method of recording clinic data – ON COMPUTER RATHER THAN PAPER RECORDS.

Where can I leave messages to ensure appropriate follow up?  IN MESSAGE BOOK

Where is the panic/security?    
IT VARIES FROM ROOM TO ROOM

Button?                                     
PLEASE ASK IF YOU CANNOT SEE IT

How to find a chaperone?     ASK THE RECEPTIONIST

May I join the partners for      YES OF COURSE

Coffee/tea ? 

Do I need a Parking Permit              NO

Facilities to video consultations       YES

for personal training?         

Am I welcome to join the

Partners for clinical and                    YES

Educational meetings?

Special Clinics – how do I refer to Clinics run in surgery- 
 

Wart Clinic



 TELL RECEPTIONIST OF DR GALE                                                

Travel advice and Yellow fever centre?        ASK THEM TO MAKE 

     APPOINTMENT TO SEE 

                                                                      ONE OF THE NURSES
Women’s Health – How to organise

U/S Gynae                                                            FILL IN X-RAY FORMS

A Smear or cervical swabs or chlamydia             EQUIPMENT IN ALL THE ROOM 

Where are spare Speculae kept?   
IN THE NURSES’ ROOM

Where do I put “used” speculae?           IN THE CONTAINERS IN EACH 






ROOM

How are patients notified of

abnormal cervical smears?                      DIRECTLY FROM LAB

Antenatal – How to organise…

First antenatal Appointment?                   ASK PATIENT TO GO TO THE 






RECEPIONIST

Where is the Doppler machine?              IN RECEPTION AREA

Cardiac

Echocardiogram 


FILL IN FORM FOR ECHOCARDIOGRAM

ECG 




TELL PATIENT TO GO TO RECEPTIONIST
OF NURSE

Exercise ECG
REFER PATIENT TO RAPID ACCESS CHEST


PAIN CLINIC

Respiratory

Chest x-ray                        
 
FILL IN XRAY FORM FOR EITHER SOUTHEND
 OR BASILDON

Lung function tests                 
FILL IN FORM FOR LUNG FUNCTION TESTS

                                                       OR ARRANGE FOR PATIENT TO SEE PRACTICE   

                                                        NURSE WHO WILL DO SPIROMETRY

Where is the nebuliser?              
IN THE NURSES’ ROOM

Investigations – Specialist

Other x-ray                          FILL IN XRAY FORM FOR EITHER SOUTHED OR 




BASILDON

U/S                                     FILL IN XRAY FORM FOR EITHER SOUTHED OR 




BASILDON

Bone Densitometry           
FILL IN FORM FOR BONE DENSITY SCAN

Investigations – Pathology

Phlebotomy Services
CAN GO TO ANY OF THE PLACES LISTED 

Blood and x-ray results from Southend phone 01702 221066 
OR YOU CAN ACCESS VIA THE 
                                                                ICE COMPUTER SYSTEM

How are patients notified of

Normal pathology results?         
IF GP MARKS  ON COMPUTER RECORD OF 
FORM IT IS NORMAL AND NO ACTION IS NEEDED THEN THE RECEPITONIST TELLS THEM THIS WHEN THEY RING UP FOR THEIR RESULTS

When are specimens taken to 
ABOUT 1PM EACH WEEKDAY

the hospital?

Paediatric Urine Collection Bags 
KEPT IN RECEPTION

Can patients collect sample

Bottles from reception?                  YES

Paperwork and Administration

Where is the Dictaphone? 

IN THE SECRETARY’S ROOM

When is telephone advice 

Offered?                                        SOME GPS DO TELEPHONE APPOINTMENTS

How much Notice required for      48 HOURS        

Repeat scripts?

 QUALITY AND OUTCOME FRAMEWORK AND OTHER CLAIMS

· GP Contract Templates must be completed at each consultation where appropriate

Terry Pearce will go through these with you

· ENHANCED SERVICES AND MINOR SURGERY templates must be completed where 

Appropriate Chris Lowe will go through these with you

  Dr Sunil Gupta

  4th February 2009
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