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Our Mission Statement: 

"To provide a high quality General Practice in a stimulating, enjoyable and supportive environment"

Commitment

We aim to be an enthusiastic, well-organised practice providing good quality care – at least most of the time!  This requires commitment and we hope you can join with us in that philosophy. 

The Future

We are a developing practice and are always looking to improve what we do.  You can help here by feedback to us all.  We love to hear about what we do well but we are keen to know where we can do better – if you tell us then the next patient or registrar will benefit.  Please speak up.

We aim to enjoy what we do-  

DONT WORRY, BE HAPPY!

PRACTICE INFORMATION

	Name Of Practice THE LORDSHIP LANE SURGERY

	Practice Manager MR SAUD DOHA
	Practice Identifier (Lab Results Etc) 54

	General Practitioners
	Special Interests

	DR M IQBAL
	clinical governance, 
safeguarding lead,
PALLIATIVE MEDICINE

	DR S DOHA
	EDUCATION, information governance LEAD 

	DR S DAWSON
	DERMATOLOGY

	
	

	Practice Telephone Number 02086932912
	E-Mail docman.lordshiplanesurgery@nhs.net

	CCG Name SOUTHWARK CCG
	Dispensing no 


· Note we follow the PCT guidelines

ANCILLARY STAFF
Mr Saud Doha= Practice manager
Ms Sandra Gage – Administrator
Mrs Kathleen Igar – Receptionist and administration 
TELEPHONE AND EXTENSION NUMBERS

INTERNAL EXTENSIONS:

Please refer to the telephone directory on the intranet.

EXTERNAL NUMBERS: 
	USEFUL TELEPHONE NUMBERS

	Surgery
	020 86932912
	
	

	Southwark stop smoking clinic
	020 3228 3848
	
	

	Kings college Hospital

Switchboard
	Operator- 020 3299 9000
	Southwark Drug & Alcohol team
	 Lifeline Southwark on 020 7358 7266 or e-mail lifeline.southwark@lifeline.org.uk

	Guys and St Thomas hospital 
	020 7188 7188
	Southwark Coroner 
	Address: 1 Tennis St, London SE1 1YD

Phone:020 7525 4200



	Lewisham hospital
	020 8333 3000
	
	

	Southwark Social Services 
	Tel: 020 7525 3324

Email: casc@southwark.gov.uk

	
	

	Health Visitor (Ayo Koleade)
	0203 0497586
	Mental Health
	SLAM (South London and Maudsley NHS Foundation Trust) on 0800 731 2864
Or email: pals@slam.nhs.uk


	NHS Direct
	0845 4647
	Patient Advice & Liaison Service (PALS)
	Southwark CCG PALS​ Tel: 0800 456 1517

	Emergency Dentist
	020 8693 3339
	Alcoholics Anonymous
	 0800 9177 650 or contact us by email: help@alcoholics-anonymous.org.uk 

	Carers Helpline
	0800 169 6529
	Citizens Advice Bureau
	0870 126 4076


CLINICS HELD AND PROCEDURES FOLLOWED

Please note, we do not hold specific clinics for chronic diseases, appointments are made with relevant health care professional on adhoc basis following nurse appointment guide.  We run a recall system to invite patients on chronic disease registers to attend for annual (or more frequent) review.

	Cytology
	With nurse by appointment

	Family Planning 
	With nurse by appointment

	Home Visits
	Done by visiting doctor on Unscheduled Care team.

	Immunisation/Well Baby Clinic
	2nd and 4th  Wednesday of the month: booked by appointment for immunisations.

Health Visitors perform immunisations, baby weighing and feeding advice.  

8 week baby check & post natal done by GP.

	Lab Results
	Bloods, urine, cervical smears etc.  These are returned from the hospital by computer link on a daily basis.  They need to be checked and actioned by the GP who ordered them.

	New Patient Medicals
	To be carried out by HCAs as soon as patients register

	Medication Reviews
	Each GP is given a list of their patients whose review is due on monthly basis.  The GP works through list seeing patients if necessary. The outcome is a decision about the continuation (or otherwise) of the treatment.

	Hypertension Clinics
	HCA’s run these if patients are stable.  Practice Nurse usually sees a patient who has uncontrolled hypertension.

	Practice Nurses
	Screening for risk factors for IHD/CVA’s, testicular cancer awareness, blood pressure monitoring on anti-hypertensive medication.  Travel vaccination / immunisations – appointment on any day.  Pneumovax, influenza, tetanus vaccinations.  Dressings / stitch removal / ear syringing / blood samples – appointments any day.  Blood samples to be taken before 4pm. By appointment with Phlebotomist.

	Ear Syringing
	Patient should be told to make appt at desk for at least 3 weeks time & to put olive oil in ears for at least 3 weeks before attending for ear advice with nurse or HCA.  

	Repeat Prescriptions
	These are signed after surgery & at morning coffee by the GP’s.  Medicines Management Team may refer to a GP when a request for medication deviates from that already on repeat.

	Surgeries
	08.00 – 19.30  Monday and Wednesday
08.00 – 18.30 Tuesday, Thursday and Friday.
The doctors consult with patients who request an appointment on the day for urgent conditions.

Telephone consultations are available.

	X-Rays
	These are actioned by the GP  who signed the request form.  The forms are then faxed to KCH and scanned in patient notes.


PRACTICE RESPONSIBILITIES (See Induction Timetable for details)
Areas to be covered in induction week:
	Saud Doha
GP Rota Officer
MDDUS registration
GMC

Annual Leave
	Rota

Tour of Building & Fire training (WE site)
Appointment system



	Saud Doha
	Complaints

	Saud Doha
Computer Manager

Password

Outlook email system

Tasks

Docman
	Results

Telephone system

Computer & printer problems

Internet

Messages

	Senior Receptionists
Calling patients in

Introduction to all staff
	Trays

Panic alarms

Tour of building & Fire Training (HHC & MHC)

	Saud Doha 

Data & QoF Co-ordinator

Coding

Templates & Read codes
	Pop up & alerts

Searches & audits

Diary dates

	Sandra Gage- Administrator
Forms/Direct Access/Criteria inc x-ray/USS

Referral process/ Speech Exec.

	

	Dr S Doha 

Equipment
Referrals

Sick notes

Recording consultations
	Lab results

Investigations ECG/X-rays/USS

Medical Emergencies/Doctors Bag

Acute minor illnesses

Requesting a re-examination of a patient

Chaperones


PRACTICE NURSES
Maria Rupinta
Antoinette Lawal

	Emergency Equipment
	Resuscitation

Adrenaline

Nebuliser

	Clinics/Chronic Disease Management Areas
	Diabetes

Immunisations

Asthma clinic

COPD

Hypertension

CHD

Recall

Education

Family Planning / Range of services offered

Smoking cessation

	Minor Illness Nurse
	Unscheduled Care


MEDICINES MANAGEMENT TEAM

Rupa Thakar
Senior Primary Care Pharmacist

Medicines Optimisation Team

NHS Southwark Clinical Commissioning Group

T: 020 7525 0261 | 0207 525 3253

Postal Address: 1st Floor, Hub 1, PO Box 64529 London SE1P 5LX

Base: 160 Tooley St, London, SE1 2QH

 Itohan Evbuomwan
Senior Primary Care Pharmacist
Medicines Optimisation Team
NHS Southwark Clinical Commissioning Group
E: itohan.evbuomwan@nhs.net 
T: 020 7525 0261 | 0207 525 3253
Postal Address: 1st Floor, Hub 1, PO Box 64529 London SE1P 5LX
Base: 160 Tooley St, London, SE1 2QH
Itohan Evbuomwan
Senior Primary Care Pharmacist
Medicines Optimisation Team
NHS Southwark Clinical Commissioning Group
E: itohan.evbuomwan@nhs.net 
T: 020 7525 0261 | 0207 525 3253
Postal Address: 1st Floor, Hub 1, PO Box 64529 London SE1P 5LX
Base: 160 Tooley St, London, SE1 2QH
Itohan Evbuomwan
Senior Primary Care Pharmacist
Medicines Optimisation Team
NHS Southwark Clinical Commissioning Group
E: itohan.evbuomwan@nhs.net 
T: 020 7525 0261 | 0207 525 3253
Postal Address: 1st Floor, Hub 1, PO Box 64529 London SE1P 5LX
Base: 160 Tooley St, London, SE1 2QH
LOCAL HOSPITAL CONTACT DETAILS

	HOSPITAL
	ADDRESS
	TELEPHONE NUMBER

	King’s college hospital
	denmark hill se5 9rs
	020 3299 9000

	guy’s hospital
	Great Maze Pond, London SE1 9RT
	020 7188 7188

	lewisham hospital
	Lewisham High St SE13 6LH
	020 8333 3000


ESSENTIAL INFORMATION AND USEFUL TIPS
	Running The Surgery
	

	How Do I Summon A Patient?
	call patient by name once the Arrived button is shown next to their name on the computer

	What do I do if the patient is unhappy/ concerned about the diagnosis/ treatment or if I feel that a re-examination by another GP would help?
	PAtient to be made aware that they can request a re-examination, not just second opinion.

	Where is Patient toilet?
	Opposite room 1. 

	Where is the staff toilet?
	Upstairs opposite phone room.

	Where Is The Panic/Security Button?
	Green button on the PC screen.

	How To Find A Chaperone?
	ring reception if required

	How Can I Get A Cup Of Tea Or Coffee?
	kitchen UPSTAIRS.

scheduleD coffee break in the morning IN COMMON ROOM.

	Do I Need A Parking Permit?
	no

	Practice Meetings
	yes – ONE HELD 13-14.00 PER MONTH.  Timetable can be found on emis web notice board. 


	Referring To Allied Professions – How Do I Refer To

	Chiropody
	Referral forms ON emis web

	Dietitian
	

	Physiotherapy
	

	Alcohol
	

	CDT
	

	Counselling
	

	Occupational Therapy
	


	Special Clinics – How Do I Refer To
	

	Diabetic Clinic
	Referral forms ON emis web

	Alcohol Team
	Referral forms ON emis web

	Drug Dependency Team
	Referral forms ON emis web

	Exercise Or Keep Fit (Fine Fettle)
	via exercise website

	
	

	STD Or GUM Clinic / HIV Testing
	kch sexual health clinic

	
	

	
	

	Special Procedures – How Do I Arrange Or Organise 
	

	Lancing Of Boils?
	

	Joint Injections
	injections DONE IN SURGERIES

	Women’s Health – How To Organise.
	practice nurse appts.

	Ultrasound – Gynae
	ref. to rli by referral card/PHONE MATERNITY ULTRASOUND If URGENT

	Mammogram
	Referral forms ON emis web

	Smear
	practice nurse appt.

	Where Are Spare Speculae?
	in nurse room 1.

	How Are Patients Notified After Abnormal Smears?
	by telephone or gp may also write letter

	Family Planning – How To Organise. …
	

	IUCD
	refer to family planning clinic (townley rd clinic)

	Depot Progesterone Injections?
	as per protocol (with nurse if within time limits)

	Vasectomies
	dictated letter

	Practice Nurse “Pill” Checks?
	arranged by reception

	Pregnancy Tests
	mssu to path lab or dip test in surgery IF URGENT

	Termination Of Pregnancy (TOP)
	dictated ref. & then arranged by Secretary


Antenatal – How To Organise …

	Referral To Antenatal Clinic
	Referral forms ON emis web


Respiratory - How To Organise

	ECG
	Referral forms ON emis web

	Echocardiogram
	Referral forms ON emis web

	Exercise ECG
	

	Chest X-Ray
	Referral forms ON emis web

	Nebuliser
	nurse room 1

	Bronchoscopy
	REFER CHEST CLINIC


Investigations – Specialist

	Ultrasound Scan
	Referral forms ON emis web

	Bone Densometry
	YELLOW CARD

	Sigmoidoscopy
	REFER SURGEONS

	Hearing Test – Child
	Referral forms ON emis web

	Hearing Test / Aid Adult
	Referral forms ON emis web


Investigations – Pathology

	How Are Patients Notified Of Abnormal Pathology Results?
	patient told to ring for results or if gp concerned will contact pAtIENT.

	When And How Are Specimens Taken To The Hospital?
	11am each day.



	Faecal Occult Bloods
	

	Can Patients Collect Sample Bottles From Reception?
	yes


Paperwork And Administration

	
	

	How Much Notice Is Required For Repeat Prescriptions?
	48 hours


Risk Management Programme

We have an anonymous critical event reporting procedure as part of our risk management programme; the programme includes written protocols, regular clinical meetings, H&S issues and the critical events and complaints analysis.

THE ‘NEED TO KNOW’ LIST

The good practice of medicine is intertwined with the possession of good administrative skills.  There are many administrative processes and systems at work in the practice – many of them do not involve you directly.  The list below tries to provide a guide to those you should try and understand, in a priority order – often you will become aware as you are working but if in doubt ASK!!!

	Priority 1


Calling a patient


Initiating investigations


Referring patients


Issuing a prescription


Entering notes on the computer


The repeat prescribing system


Temporary resident system


Minimum other ‘essential’ computer use


Other essential practice idiosyncratic systems (Scanning / results)

Priority 2


Visits system


Appointment system


Use of Improving health Ltd (IHL)

Other potential consultation-related computer uses (Coding)


Use of range of equipment in surgery

Priority 3


Unscheduled Care.

Knowledge of all computer use


The financial systems at work


Other practice policies/systems


Audit systems


Complaints procedure


Staff management processes

YOU CAN NEVER ASK TOO MANY QUESTIONS!




This booklet was produced by Saud Doha (Practice Manager) of The Lordship Lane Surgery.
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