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CALENDAR OF EVENTS – SEP 11-FEB 12

WORKSHOPS SUITABLE FOR ALL LEVELS OF STAFF INCLUDING HEALTHCARE ASSISTANTS
Venue: Fordingbridge Surgery Hampshire     
Prices: £95 *SN£75 (NfP members £60) – lunch included Places: 14 – for full day sessions
           £65 *SN£55 (NfP members £40) – lunch not included for half day sessions – Places: 14 half day

Trainer: Hilary Jenkins
Experienced Practice Manager and qualified teacher, is a trainer for Surelines Ltd.
 

	Course Title
	Detail
	Date

	Induction Day for New Staff
0915-1630
	At the end of this day, candidates will be able to recognise the Practice’s position within the NHS, be introduced to the principles of Customer Care and related scenarios.  Clinical Governance will be explained and candidates will recognise issues of confidentiality and know how to deal with them.  Basic Health & Safety matters will also be outlined.

	24/11/11

	Understanding Diagnostic Tests 1400-1730
	This half day workshop is designed to provide staff as well as Healthcare Assistants with an understanding of the range of tests performed in General Practice or to which General Practice has access to in secondary care.

	1/12/11

	Medical Terminology

1400-1730
	Aimed at equipping staff to understand and use in the course of their work, medical terminology covering body systems, treatments and investigations.  This session is delivered in an interactive way, with opportunities for discussion and debate.  Handbook included.


	12/1/12

	Customer Care & Telephone Technique 1400-1730
	At the end of this session, candidates will have a well-developed understanding of good customer care and be equipped with the skills to recognise opportunities for and deliver improvements in customer care within the Practice.  They will also have discussed strategies for handling difficult or aggressive patients, when to call for help, principles of zero tolerance and the first principles of managing complaints.


	19/1/12


	Monitoring Prescribing Costs & Delivering Savings

1400-1730


	Session suitable for all administrative staff who handle repeat prescriptions and/or who deal with personally dispensed claims. 

Topics included: how to access electronic data, identify high cost items and possible generic savings, Drug Tariff, making the most of personally administered income, reconciliation of claims using PPA information and purchasing options for personally administered items.


	2/2/12



	Understanding Everyday Prescriptions 0915-1630
	A one day workshop designed for all Practice Staff who are reading prescriptions, taking requests by telephone or in person for repeat prescriptions, issuing repeat medication or adding prescribing data to the computer system.


	tba

	
	
	


Prices for non-members may include a special rate for surgeries who are members of Surgery Network but are not also members of Network for Practices - indicated by a lower bracketed price (*SN£)
Our general booking terms: If places are booked but cancelled before payment has been made, or a candidate DNAs, the fee will remain due. Cancellations will attract a refund/no charge if the course is subsequently fully booked. We will make every effort to resell the cancelled place. Where places are free a £25 charge will be applied to cancellations/DNAs.  Credit Terms 30 days from date of invoice.  Bookings to training@snfp.org.uk

