



The Guildhall & Barrow Surgery

JOB DESCRIPTION


JOB TITLE:	SALARIED GENERAL PRACTITIONER

REPORTS TO:	THE PARTNERS (Clinically)
	THE PRACTICE MANAGER (Administratively)

Job summary:

The post-holder will manage a personal patient caseload and deal with a wide range of health needs in a primary care setting, ensuring the highest standards of care for all registered and temporary patients.

The post-holder will take a share in covering for absent GP colleagues by providing patient consultations and covering the associated paperwork.


Job Overview including clinical responsibilities:

· In accordance with the practice timetable, as agreed, the post-holder will make him/her-self available to undertake a variety of duties including surgery consultations, telephone consultations and queries, visiting patients at home, checking and signing repeat prescriptions and dealing with queries, paperwork and correspondence in a timely fashion. 
· Administration tasks will include dealing with pathology, radiology results and discharge summaries via electronic link system as well as administration and paperwork arising directly and indirectly from own caseload along with provision of cover for doctors on leave.
· The post-holder will be available for his/her own patient list from 08.00-12.00 on half days and from 08.00 – 17.30 on full days (18:30 when duty doctor).
· Making professional, autonomous decisions in relation to presenting problems, whether self-referred or referred from other health care workers within the organisation.
· Assessing the health care needs of patients with undifferentiated and undiagnosed problems
· Screening patients for disease risk factors and early signs of illness.
· In consultation with patients and in line with current practice disease management protocols, developing care plans for health.
· Providing counselling and health education.
· Recording clear and contemporaneous consultation notes to agreed standards; use of accurate READ codes to support delivery of QOF, enhanced services and ICB initiatives. 
· Collecting data for audit purposes.
· Compiling and issuing computer-generated acute and repeat prescriptions (avoiding hand-written prescriptions whenever possible).
· Prescribing in accordance with the practice prescribing formulary (or generically) whenever this is clinically appropriate.
· The practice is a teaching practice so the post-holder will be required to supervise medical student, junior doctors and GP registrars from time to time.
· In general the post-holder will be expected to undertake all the normal duties and responsibilities associated with a GP working within primary care. 
· Attend and contribute to Primary Care team, Business and Educational Meetings
· Support the Practice Manager in the provision of a response to complaints arising from patients on personal list.
· Maintenance of good working relationships with all members of the Practice team.


Timetable and Detail of Duties and Responsibilities of the Post 
The timetable will comprise essentially to be a fixed morning or afternoon sessions, at both the main Guildhall Practice and the Barrow Hill Branch Surgery, but with a modest degree of flexibility given adequate prior notice to cover for Partners’ leave.  The jobholder is advised to check the clinic set up on SystmOne for the most up to date view of clinic/site allocation.

Each session will involve seeing patients in the surgery, home visits and paperwork (both electronic and paper copies).  During weeks in which GP colleagues are on leave the patients and paperwork will be those of an existing doctor who is on annual leave, or absent for the day, in addition to work generated by the shared patient list. 

Each morning surgery will consist of a maximum of 15 consultations. The PM session is made up of 3 x telephone calls and 10 x appointment slots. Home visits are usually carried out by the paramedic visiting team but may be required by the GP should paramedic capacity be reached, or if clinically necessary.
	
Paperwork will comprise dealing appropriately with all documents placed in the tray/sent to job holder electronically of whichever partner is being covered by the sessional doctor in additional to own caseload.  It will include reading of clinical letters and appropriate update of the SystmOne computer system, taking appropriate action with regard to the contents of the letters, adding significant new diagnoses to the clinical system.  It will also include looking at and dealing with blood test and radiology results, signing repeat prescriptions, and dealing with telephone messages. 

In order to best support the practice’s personal list system, sessional GPs tend to cover absent medical colleagues who work the same sessional pattern. However sessional GPs may be asked to cover any absent GP colleague, and this cover will include covering Duty Doctor evening clinics, depending on leave arrangements (these are allocated 8 weeks in advance).

Educational support is offered to salaried GPs at the practice, to support discussion of clinical and non-clinical issues.



Private Fees

Any private fees earned as a result of this employment (e.g. cremation fees, insurance reports, private medical certificates, HGV examinations) belong to the practice and will be paid into the appropriate practice account.

Holiday

Each doctor is entitled to a total of 6 weeks holiday plus 3 days ‘study/extra leave’ per year, plus bank holidays. Holiday would normally be expected to be taken in appropriate full weeks when possible. Part-time doctors will be allocated annual leave and bank holidays on a pro-rata basis 

Annual leave over the Christmas and New Year period is allocated on a rota basis. The Doctors have an annual holiday meeting every autumn during which holiday is allocated in fair and open manner. 


Meetings

The sessional doctor will be invited to attend practice educational meetings, significant event meetings, business meetings, primary care team and inter-practice meetings.


Indemnity Insurance etc.

All Salaried GPs will to need to hold full GMC registration, to be on the national performers list and will be required to take part in the annual appraisal programme for GPs and the revalidation process.
All GPs need to hold a full driving licence and have access to an appropriately insured, road-worthy car/appropriate form of transport, to enable them to undertake home visits at any time of the working day, as required by clinical need.

The Practice provides indemnity cover under a group scheme vias MDDUS and covers the cost of this.


Other responsibilities within the organisation:

· Awareness of and compliance with all relevant practice policies/guidelines, e.g. prescribing, confidentiality, data protection, health and safety
· A commitment to life-long learning and audit to ensure evidence-based best practice
· Contributing to evaluation/audit and clinical standard setting within the organisation
· Contributing to the development of computer-based patient records
· Summarising of patient records and read-coding patient data using QOF codes wherever appropriate.
· Attending training and events organised by the practice or other agencies, where appropriate.


Confidentiality:

· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters.   They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately.
· In the performance of the duties outlined in this job description, the post-holder may have access to confidential information relating to patients and their carers, practice staff and other healthcare workers.  They may also have access to information relating to the practice as a business organisation.  All such information from any source is to be regarded as strictly confidential.
· Information relating to patients, carers, colleagues, other healthcare workers or the business of the practice may only be divulged to authorised persons in accordance with the practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.

Health & safety:

The post-holder will implement and lead on a full range of promotion and management their own and others’ health and safety and infection control as defined in the practice health & safety policy, the practice health & safety manual, and the practice infection control policy and published procedures. This will include (but will not be limited to):

· Using personal security systems within the workplace according to practice guidelines
· Awareness of national standards of infection control and cleanliness and regulatory / contractual / professional requirements, and good practice guidelines.
· Providing advice on the correct and safe management of the specimens process including collection, labelling, handling, use of correct and clean containers, storage and transport arrangements.
· Correct personal use of Personal Protective Equipment (PPE) and ensuring correct use of PPE by others, advising on appropriate circumstances for use by clinicians, staff and patients.
· Management of the full range of infection control procedures in both routine and extraordinary circumstances (e.g. pandemic or individual infectious circumstances)  
· Hand hygiene standards for self and others.
· Managing directly all incidents of accidental exposure.
· Management and advice relating to infection control and clinically based patient care protocols and implementation of those protocols across the practice.
· Active observation of current working practices across the practice in relation to infection control, cleanliness and related activities, ensuring that procedures are followed and weaknesses / training needs are identified, escalating issues as appropriate to the responsible person.  
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks across clinical and patient process.
· Making effective use of training to update knowledge and skills, and initiate and manage the training of others across the full range of infection control and patient processes.
· Monitoring practice facilities and equipment in relation to infection control, ensuring that proper use is made of hand cleansing facilities, wipes etc, and that these are sufficient to ensure a good clinical working environment. Lack of facilities to be escalated as appropriate to the responsible manager.
· Safe management of sharps use, storage and disposal.
· Maintenance of own clean working environment.
· Using appropriate infection control procedures, maintaining work areas in a tidy, clean and sterile, and safe way, free from hazards. Initiation of remedial / corrective action where needed or escalation to responsible management.
· Actively identifying, reporting, and correction of health and safety hazards and infection hazards immediately when recognised.
· Keeping own work areas and general / patient areas generally clean, sterile, identifying issues and hazards / risks in relation to other work areas within the business, and assuming responsibility in the maintenance of general standards of cleanliness across the business in consultation (where appropriate) with responsible managers .
· Undertaking periodic infection control training (minimum twice annually).
· Correct waste and instrument management including handling, segregation, and container use
· Maintenance of sterile environments.

Equality and diversity:

The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:

· Acting in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation.
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues.
· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.


Personal/professional development:

In addition to maintaining continued education through attendance at any courses and/or study days necessary to ensure that professional development requirements for PREP are met, the post-holder will participate in any training programme implemented by the practice as part of this employment, such training to include:

· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development.
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work.

Quality:

The post-holder will strive to maintain quality within the practice, and will:

· Alert other team members to issues of quality and risk.
· Assess own performance and take accountability for own actions, either directly or under supervision.
· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance.
· Work effectively with individuals in other agencies to meet patient’s needs.
· Effectively manage own time, workload and resources.

Communication:

The post-holder should recognize the importance of effective communication within the team and will strive to:

· Communicate effectively with other team members.
· Communicate effectively with patients and carers.
· Recognize people’s needs for alternative methods of communication and respond accordingly.


Contribution to the implementation of services:

The post-holder will:

· Apply practice policies, standards and guidance.
· Discuss with other members of the team how the policies, standards and guidelines will affect own work.
· Participate in audit where appropriate.
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