EMPLOYEE INTRODUCTION TO TWEEDDALE

Welcome to Tweeddale!

Firstly, we hope you enjoy your time here.  This is some information which we hope will help you to find your feet and settle in.

Weekly Schedule

The usual weekly work schedule is as follows:

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	8am
	CALLS TRANSFERRED BACK FROM NHS 24

	9– 9.05am
	Clinical

Meeting
	Buzz Meeting
	Buzz Meeting
	Buzz Meeting
	Clinical

Meeting

	9.00-9.30am
	
	Management Meeting
	surgeries start
	surgeries start
	

	9.30am
	surgeries start


	
	
	
	surgeries start

	10.10am
	
	surgeries start


	
	
	

	1.00pm
	LUNCH

	2.30pm
	Surgeries start


	Surgeries start
	Surgeries start
	Surgeries start
	Surgeries start



	6.00pm
	CALLS TRANSFERRED TO NHS24

	
	
	Evening Surgery – last appt 6.45pm
	
	
	


Clinical Meeting – the Clinical Meetings are primary care team meetings with a 4-week rolling schedule.  All doctors and the nursing team attend this meeting.  The Monday slots include meetings with the District Nurses, Macmillan Nurses, Health Visitors & Midwives.  The Friday slots give the opportunity for audit presentation, case discussion and dialogue on service issues.  STs will be asked to bring topics/cases to these meetings on occasion.
Management Meeting – the management meeting is attended by the doctors and management team to discuss the business issues of the practice

Dr Neil Owen, Consultant Psychiatrist comes to the practice for a lunch meeting on the 1st Wednesday of the month.

Reception Team Meeting – Every Thursday 2-2.30pm.  Attended by receptionists to discuss policies, procedures & systems.

Admin Team Meeting – Every 4th Thursday 11.30am – 12.30pm.  Attended by Admin Team members to discuss policies, procedures & systems.

GP/Nurse Team Meetings – alternate fortnightly – Wednesdays 2-3pm.  Attended by Doctors, Nurses, Health Care Assistants and Management to discuss policies, procedures & systems.

Protected Learning Time Sessions – 4 times per year.  Multidisciplinary team learning.  Calls covered by NHS24 from 1pm.  Programme circulated in advance.

DocMan Mail

This does need checked every day
You will be provided with full training on the DocMan electronic system

It is essential that you mark yourself as “Out Of Office” in DocMan when you are on leave
Help

If in doubt – ask any of your colleagues!

Computer stuff

Alison is the member of staff who deals with computer stuff.  Passwords, printer problems, user problems, etc are all her domain.

Ask Ali about setting up shortcuts on your desktop to things which you will use a lot

There is a huge amount of information in DocMan – take some time to open files and find out what they contain as it is an essential resource.
Duty Doctor Day

There is a Duty Doctor each day and a Duty Shadow all day Mon, Tues & Fri, with afternoon Duty Shadow on Wed & Thurs.
The workload is managed by a team approach liaise with the Duty Doctor & Duty Shadow to decide who will do what on the day.  Another Partner who is present in the surgery will be nominated as Clinical Supervisor should an GPST/FY2 need to liaise with them about specific cases as the Duty Doctor may at times be off-site on visits, etc.
Duty Doctor responsibilities for the day include:

· Home Visits

· Signing repeat prescriptions

· Triaging patients requests for home visits/emergency appointments/telephone advice and planning your day accordingly.

· Any other queries/problems from anyone

The slots on the Vision appointments screen are coloured coded according to what the patients has requested:

Blue – Home Visit
Yellow – Telephone Advice
Red – Emergency Appointment
The reception staff will put details of the request into the comments box on Vision so that the Doctor Doctors have an idea what the patient is asking for.

If a request is triaged and the doctor decides that they need the patient to attend the surgery – they will let the reception staff know to add them in for a white slot (appointment) at a time that suits later in the day.

Other Coloured Slots on Vision Appointments System

Green – Booked Telephone Appointment
Light Pink – Special Request Prescription
Dark Pink – Prescription Re-authorisation Required
Orange – “In-house Message” – message from a colleague
Grey – Other, usually “for information”
