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Monkfield Medical Practice





Salaried GP Job Plan
This job plan is in place to assist the employee to understand the expectations of MMP with the weekly working schedule for a salaried GP. It supports the details within the employment contract. 
The Job Plan is subject to amendment should the need arise, following discussion with the GPs and Partners, to support the workload and needs of the Practice.

General Practitioner 

The Surgery opens its telephones at 0800 and the doors at 0830. Phone lines are covered by 111 service from 1800 but a GP needs to be present until 1830 for urgent queries from online requests or the doorbell.
A normal GP day will be arranged as follows:

Working hours unless agreed otherwise for individual needs is 0830 – 1830 

Clinic 
Appointments start at 0840 in the morning and again at 1500 in the afternoon.

Our appointments are mainly 15 minutes long with catch up slots, with a few 10 minute telephone appointments for follow ups.
There are also a few telephone slots between surgeries, these are short five minute slots for only GPs to book discussions of results or a quick follow up. 
Home Visits

The practice currently has very few visits, and the Duty Doctor (DD) will allocate visits to the most appropriately placed GP. The DD will often use visiting services – currently the Urgent Wrap Around Service or JET – if referred to early enough and if appropriate. 
Breaks

Breaks are paid, there is a morning break worked into the schedule to support time with your colleagues, and a 30-minute lunch break can be taken at your convenience between the morning and afternoon clinic.
Administrative time
As the full 10 hour day is funded, all time that is not a planned break or a patient appointment is allocated for administration. This includes all but 30 minutes (lunch) of the time between morning and afternoon clinics, and until 1830 after the final appointment slot. This is a higher ratio of admin:clinic time than the BMA recommendation and as such we expect some short calls to patients, that do not require a 15 minute appointment, to be arranged by the GP. 
Duty Doctor
The Practice runs a Duty Doctor system that you will be required to participate in. This is allocated to you on a rotational basis depending on sessions worked and availability of colleagues. The Duty Doctor will triage and manage on the day urgent need. Many can be chosen to be triaged to appointments with other GPs or clinicians on the day, routine appointments or extended access. Others will be dealt with through phone consultations or face to face consultations with the duty doctor.
The Duty Doctor is supported through a prescription buddy who will be allocated time to help support the prescription demand and we also allocate a Long term condition GP to review results from the nurses and sicknote requests.
Other work that will be carried out in this role is as follows:

Prescription approval of repeat requests

Urgent Prescription requests 

Urgent Bloods

Urgent Correspondence as identified (e.g. safeguarding concerns)
Duty Doctor Tasks which are urgent for that day

Support and advice for the team on clinical matters

The Patient Services team are trained to filter out inappropriate demands on the Duty Doctor role and work closely on the day.

Administration 
The Salaried GP is allocated extra admin time every fortnight; the time given is in proportion to the time worked. On occasions of staff shortages, this may be removed to support your colleagues. An attempt will be made to provide this elsewhere.
Daily Administration Tasks
You will be expected to review your blood results, allocated letters and SystmOne tasks and keep up to date with your emails. This is expected to take place in administrative time or within the 15 minute appointments where appropriate.
Meetings
There are weekly meetings to attend, such as Child Safe Guarding, Vulnerable adult, Significant Event, and Palliative care, arranged in between morning and afternoon surgery. There will also be periodic review of the allocation of complex patients to various named GPs. On these days your telephone calls will be removed. 
CPD 
You will be entitled to professional and study leave of one week pro rata annum, which is in addition to the time allocated for you to attend your appraisal or for you to prepare (which ever falls on your working day) and time put aside for educational meetings or training events hosted at the practice within your working time or as mutually agreed for you to attend. You are expected to attend the full half-day closures where this is within  your work hours and we encourage attendance on other days. We would expect you to participate in updates and engage with policy changes or highlighted targets.
Private work 
GPs who undertake non-NHS work (e.g. insurance reports, private letters for patients etc) or gives a lecture on a professional subject for which a fee is payable and activity is undertaken in contracted hours, the fee shall be paid directly to the Practice or on receipt by the practitioner remitted to the Practice. 
GPs who undertake private practice or other work, provided that it does not conflict with their Job Plan, and by mutual agreement is not undertaken during the contracted hours, can retain the fee.
Specialist Skills 

The Practice supports the development of specialist skills and interests where it can ensure the needs of our patient population are met. Support for these and hosting of these skills will be on a case by case basis in discussion with the Partnership.
Additional Hours 
You may be asked from time to time to work additional hours or to amend your sessions to help the Practice manage leave or short term sickness. This will be mutually agreed and any work carried out over and above your contracted hours will be paid at an agreed local rate and subject to your level of indemnity. 
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