
GUIDANCE FOR 

LOCUMS AND NEW DOCTORS   

Welcome from

Practice:  name,  address and branch 

	Last updated:


	Scheduled date for review: 

	Name of practice manager:

	Signed by practice manager:


Telephone numbers
	
	External number  including area code
	Internal extension or Speed dial

	Practice numbers (including  

bypass line 
	
	

	Outside line
	
	

	Practice manager
	
	

	Practice nurse
	
	

	Reception
	
	

	Secretary
	
	

	District Nurses (incl mobile)
	
	

	Social worker elderly care
	
	

	Social worker Mental health act
	
	

	Social worker child protection
	
	

	Coroner
	
	

	Ambulance 
	
	

	Local pharmacy
	
	

	Police
	
	

	Local hospitals :
	
	

	
	
	

	
	
	

	Partners numbers (room, home , mobiles)
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Getting started

	How to summon patients

	Computer password and login or someone who knows !

	Where is the panic button

	Where to get a pager (if on call)

	Repeat prescribing: How much notice do patients need to give for prescription requests ? 

	Who is responsible for locum fee payment

	Can patients book double appointments (e.g. for gynae examinations etc)

	Where are patient advice leaflets kept ?

	Is there a policy for treating urgent appointments/extras  differently to routine appointments ? (e.g. shorter appointment or one problem only etc)


Ordering Investigations 

	Procedure for each test e.g. fill in form and give form to patient/ give form to reception staff/ ask patient to book in with nurse/ take form directly to local XR department/ test not available directly …etc

	ECG 

	Xray

	Blood tests

	MRI scans e.g. for prolapsed discs

	Spirometry

	USS abdomen

	USS carotid

	Cardiac Echo

	Open access Endoscopy

	Exercise ECG testing

	On site pregnancy testing e.g. for ectopics

	Paediatric urine specimens systems

	Faecal Occult blood tests

	Adult MSU

	

	


Emergency admissions.

Procedure (e.g. ring hospital XX switch board  / speak  to bed bureau / DR on call for specialty, speak to secretary ) please include name of hospital 

	Medicine

	Geriatrics

	Psychiatric including how to contact SW for  mental health act section.

Is there a crisis intervention team ?



	Paediatrics

	General Surgery

	Vascular

	Urology

	Threatened miscarriage (is there a "early pregnancy assessment unit")

	Gynaecology

	Obstetric

	ENT

	Eyes

	Neurological

	Orthopaedics


How to arrange the following (specific form? dictate letter ? available in practice ? etc)

	Minor op.

	IUD fitting: routine and emergency

	Depo contraception injection

	Dietician

	Physiotherapy

	Chiropodist

	Booking with Midwife for antenatal care

	Diabetic clinic

	Wart clinic

	Counselling

	Smoking cessation counselling


How to make Non urgent referrals 

(hospital, preferred consultant or do not specify consultant,  relevant instructions or waiting times) 

	Medicine

	Geriatrics

	Psychiatric 

	Drug and alcohol

	Paediatrics

	General Surgery

	Vascular

	Orthopaedics

	Urology

	Gynaecology

	Family planning Clinic

	GUM

	Termination of pregnancy

	Antenatal care and arranging first trimester scan

	ENT

	Eyes

	Neurological

	Dermatology

	Rheumatology

	Hospice

	Pain Clinic


Checklist for consulting room equipment 

(should be checked by practice staff prior to locum's arrival)

	General
	paperwork
	Eyes

	Sphygmomanometer
	MED 3,4,5
	Tropicamide drops 

	Tongue depressors
	Blood form
	Fluorescein drops

	Gloves and jelly
	Microbiology/MSU forms
	Snellen chart

	Tissues/ towel 
	XR request
	Amethocaine drops

	ENT /eyes kit
	ECG request form
	

	Stethoscope
	FP10- prescription forms
	Gynae

	Peak flow meter and tubes
	BNF
	Pregnancy testing kits

	MSU bottles and stool bottles
	Headed papers/envelopes
	Smear kit

	Dictaphone and tapes
	Phlebotomy
	Speculums

	Swabs
	Needles/syringes
	Swabs: C+S and chlamydia

	
	Tourniquet, sterets
	Pregnancy calculator


Please list referral forms which are specific to this PCT area

(as this will prevent new doctors/ locums dictating letters unnecessarily):

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


These specimen forms are included in this folder.
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