Welcome to the Publication Scheme for Dr Ian Rowan, Dr David Cheyne, Dr Sharon Gracey and Dr Cathy McKeown. This is a guide to the General Practitioners’ who practice together within the partnership of ORMEAU PARK SURGERY.  The  Publication Scheme is required by the Freedom of Information Act 2000.

Introduction

This Publication Scheme is a complete guide to the information routinely made available to the public by Dr Brian Dean, Dr Ian Rowan, Dr David Cheyne, Dr Sharon Gracey and Dr Cathy McKoewn working at ORMEAU PARK SURGERY. It is a description of the information about our General Practitioners and Practice which we make publicly available. It will be reviewed at regular intervals and we will monitor its effectiveness.

How much does it cost?

The publications are all free unless otherwise indicated within each Class. Where information is provided at a cost the charges will be calculated as set out Class 7.
How the information is made available?

The information within each Class is available in hard copy from The Manager, Ormeau Park Surgery, 281 Ormeau Road, Belfast BT7 3GG.    

Your rights to information

· In addition to accessing the information identified in the Publication Scheme, you are entitled to request information about ORMEAU PARK SURGERY under the Code of Practice on Openness in the HPSS (1996).

· The Freedom of Information Act 2000 recognises that members of the public have the right to know how public services are organised and run, how much they cost and how the decisions are made.

· From January 1st 2005 it will oblige the Ormeau Park Surgery to respond to requests about information that it holds, and is recorded in any format and it will create a right of access to that information. These rights are subject to some exemptions which have to be taken into consideration before deciding what information it can release.

· Revised environmental information regulations may be introduced in the future. These will enable similar access to environmental information as under the Freedom of Information Act 2000. 

· Under the Data Protection Act 1998, you are also entitled to access your clinical records or any other personal information held about you and you can contact The Manager at ORMEAU PARK SURGERY, 281 Ormeau Road, Belfast BT7 3GG to do this.

Feedback

If you have any comments about the operation of the Publication Scheme, or how we have dealt with your request for information from the Scheme, please write to:

The Practice Manager
ORMEAU PARK SURGERY

281 Ormeau Road
BELFAST BT7 3GG
Classes of information

All information at the ORMEAU PARK SURGERY is held, retained and destroyed in accordance with guidance.  Our commitment to publish information excludes any information which can be legitimately withheld under the exemptions set out in the Code of Practice on Openness in the HPSS or Freedom of Information Act 2000. Where individual Classes are subject to exemptions, the main reasons are e.g. the protection of commercial interests and personal information under the Data Protection Act 1998. This applies to all Classes within the Publication Scheme. The information in this Scheme is grouped into the following broad categories:  

Class 1. Who we are

Details of the practice, organisational structure, key personnel and how we fit into the NHS




ORMEAU PARK SURGERY




281 Ormeau Road




BELFAST BT7 3GG

This NHS practice is part of the Eastern Health & Social Services Board and provides services for patients living within a ten mile radius of South and East Belfast.  It supplies services in accordance with a general medical services contract held with the Eastern Health & Social Services Board.

A full list of GPs can be found on the EHSSB web site at www.ehssb.org
Key Personnel
Dr Ian Rowan–Full-time Partner

Dr Cathy McKeown – Full-time Partner
Dr David Cheyne–Full-time Partner
Dr Sharon Gracey–Part-time Partner

Our Practice Manager is Andrea Lowry
Our Finance and IT Manager is Susan Edwards

Our Practice Nurses are – Sister Pauline Orr - Part-time




          Sister Cathy O’Hagan – Part-time

Our Health Care Assistant is Geraldine McCotter

This practice aims to follow national and local best practice guidelines

Class 2. Our Services

The range of services we provide under contract to the HPSS.

· A full range of General Medical Services

· Child Health Surveillance

· Minor Surgery – Curettage, cautery, cryocautery

· Joint Injections

· Contraceptive Services

· Maternity Services 

· Asthma and Diabetic Clinics once a month

· Cervical Screening

· Childhood Immunisation

· Influenza Immunisation

· Anti-coagulant Monitoring

· Travel Vaccinations

Some services require information sharing with other health care agencies and we have the following protocol for such information sharing.  (Please see attached document.

The practice is open the following hours;

Monday, Tuesday, Thursday and Friday 
8.00am – 6.00pm

Wednesday




8.00am – 1.00pm

Saturday and Sunday



Closed all day

Out of hours cover is provided by SEBDOC between the hours of 6.00pm and 8.00am on weekdays, all day on Saturday, Sunday and Bank Holidays.

SEBDOC is based at The Bungalow, Forster Green Hospital, Saintfield Road, Belfast.  The telephone number is 9079 6220.

Members of staff conduct consultations in English.

Dr Rowan has a special interest in Respiratory and Cardiovascular Medicine, Paediatrics and Obstetrics

Dr Cheyne has a special interest in Sports and Soft Tissue Injuries, Paediatrics and Family Planning

Dr Gracey has a special interest in Dermatology, Paediatrics, Gynaecology, and Family Planning

Dr McKoewn has a special interest in family planning, obstetrics and gynaecology.
Class 3. Financial and funding information

Details of how the practice income will be determined under the GMS contract from 1st April 2004 are described in the core documents ‘New GMS Contract 2003’: ‘Investing in General Practice’ and the ‘Supplementary Documentation’ – both of which are available from the British Medical Association web site at www.bma.org.uk.

Class 4. Regular publications and information for the public

Guidance and information leaflets
Practice Booklet
Access to 2,200 Specific Patient Information Sheets as part of the INPS/Prodigy Guidelines
Class 5. Complaints 

Policies, procedures and contacts for complaints
This practice follows the NHS complaints procedure and follows a strict protocol when dealing with all complaints

A copy of the practice complaints procedure is available from:




The Manager




Ormeau Park Surgery




281 Ormeau Road




BELFAST BT7 3GG

Class 6. Our policies and procedures

General policies and procedures in use within the General Practice. These include, but are not restricted to, data protection, prescribing and prescription, health and safety. 

· Data Protection

· Prescribing and Prescription Policy

· Zero Tolerance Policy

· Health & Safety

· Information sharing Protocol

Class 7. This Publication Scheme 

In this class we will publish any changes we make to this Publication Scheme, the criteria on which our information management policies are made and a referral point for all enquires regarding information management generally in the ORMEAU PARK SURGERY. We will also publish any proposed changes or additions to publications already available.
Cost of information

For the most part, we will charge you only for hard copies or copying onto media (e.g. CD ROM). Some information is available free, but for others there may be a charge.
The charges will vary according to how information is made available. 
Charges are as follows:

(a)
Leaflets and brochures – there will be no charge for leaflets or booklets on, for example, services we offer to the public. A list is available from The Practice Manager.
(c)
“Glossy” or other bound paper copies, or in some cases a CD Rom, video or other mediums, may be charged for as detailed in our publication lists available from The Practice Manager.

The charges will be reviewed regularly. 

Useful Resources
Web sites:

www.informationcommissioner.gov.uk
This is the web site of the Information Commissioner 

www.lcd.gov.uk
This is the web site of the Lord Chancellor’s Department 

www.foi.nhs.uk
This is the NHS Freedom of Information web site 

Medical Organisations

British Medical Association



www.bma..org.uk
General Medical Services



www.gmc-uk.org
NHS Confederation




www.nhsconfed.net
Royal College of General Practitioners

www.rcgp.org.uk
Royal College of Nursing



www.rcn.org.uk
Government Sites

Department of Health


www.doh.gov.uk
DoH Circulars on the Internet (COIN)
www.doh.gov.uk/coinh.htm
DoH Primary Care



www.doh.gov.uk/pricare
Dept of Social Services


www.dss.gov.uk/advisers/index.htm
Health & Safety Executive


www.hse.gov.uk/imdex/htm:

National Institute for Clinical Excellence
www.nice.org.uk
National Services Frameworks

www.doh.gov.uk/nsfhome.htm
Personal Support Organisations
Alcohol Concern



www.alcoholconcern.org.uk
Caring Matters 



www.caringmatters.dial.pipex.com
Patient Information on Coronary

Heart Disease



www.heartsforlife.co.uk
Publications

Code of Practice on Openness in the HPSS (1996)  

http://www.ehssb.n-i.nhs.uk/ebweb.nsf/4cdbab0966e6c2f880256c1d00408939/e71ac73127aca1898025665c003430f3?OpenDocument&Highlight=0,openness  

Freedom of Information Act 2000 

www.legislation.hmso.gov.uk/acts2000/2000036.htm
FOI Act 2000 Explanatory Notes -  www.legislation.hmso.gov.uk.acts/en/2000en36.htm
Code of Practice under Section 45 of the Freedom of Information Act 2000 www.lcd.gov.uk
Code of Practice under Section 46 of the Freedom of Information Act 2000 www.lcd.gov.uk
Statement of Fees and Allowances payable to General Medical Practitioners in Northern Ireland

http://www.dhsspsni.gov.uk/publications/2002/Sfa.pdf
COPYRIGHT 

Material available through this Publication Scheme is subject to the [name of General Practice]’s copyright unless otherwise indicated. Unless expressly indicated to the contrary, the material may be reproduced free of charge in any format or medium provided it is done so accurately in a manner which will not mislead. Where items are re-published or copied to others, you must identify the source of the material and acknowledge copyright status. This permit does not extend to third party material, accessed through the scheme.  You must obtain authorisation to reproduce such material from the copyright holder concerned.

For HMSO Guidance Notes on a range of copyright issues see the HMSO website www.hmso.gov.uk/guides.htm  

or contact

HMSO Licensing Division, 

St Clements House, 

2-16 Colegate, 

Norwich, 

NR31BQ, 

Tel: 01603 621000, 

Fax: 01603 723000

Email: hmsolicensing@cabinet-office.x.gsi.gov.uk
ORMEAU PARK SURGERY
PROTOCOL FOR INFORMATION SHARING WITH OTHER HEALTH PROFESSIONALS

Information is the knowledge gained from the acquisition and interpretation of data.

The management of Information and Technology relates to managing data, regulations, security, workflows and strategic development.  Data has to be captured to defined standards, in a variety of ways and from a range of sources.

Regulations require the practice to be registered with the Data Protection Act 1998, the NHS confidentiality regulations to be adhered to and various other requirements observed.

Legislation Acts apply to medical records as follows:

A
Data Protection Act 1998 – 


 gives a patient the right to access their computerised and manual records.  Patients have the right to see data relating to them by applying in writing, to the Manager unless the data are likely to cause either mental or physical harm to the patient.  The response must be made within 40 days and a fee may be charged for this

B
Access to Personal Files Act 1987 – 


 covers data held manually by social services and housing authorities

C
Access to Medical Records Act 1988 –

provides the right of access to reports compiled for another party e.g. insurance companies and employment services, solicitors reports

D
Access to Health Records Act 1990 –

gives executors, personal representatives and individuals with a claim arising from a patient’s death the right to see the records of a deceased patient (either manual or computerised) and have a copy of them

The Practice adheres to all of the above Acts by ensuring that staff have been made fully aware of the Data Protection Act.  In addition to the DPA, the implementation of the Caldicott Committee Report – Protection of Patient Information has also been part of staff training.
The Practice staff must in their contract of employment sign confidentiality clauses relating to the protection of confidentiality.

Information sharing is the natural progression of clinical care services with the health services and the following is strictly adhered to, to protect patient information.

ORMEAU PARK SURGERY – CONFIDENTIALITY PROTOCOL
Patient identifiable information will be erased when faxing written documents

Access to patients’ medical records must be on a strictly ‘need to know’ basis

Patient information may be shared with in-house Trust staff members such as Health Visitors, District Nurses, Midwives, Counsellors and visiting Consultants on a strict ‘need to know’ basis

Referrals by medical professionals will be shared with outside agencies such as Hospitals, Community Trusts, Eastern Health & Social Services Department, Central Services Agency and the Department of Health & Social & Public Authorities

Information will not be released to Solicitors, Insurance Companies without the patient’s written consent

Before divulging sensitive information staff member(s) should determine exactly to whom they are speaking

Agencies that telephone and state they are from e.g. DHSS, Police etc., should not be given information unless staff are confident the caller is bonefide – if in doubt do not give out information and contact the Manager or Doctor

All messages received by the practice must be recorded carefully

In order to ensure accuracy of audit trail all practice members should only use terminals that they have logged into, and should always log off when leaving that terminal

Medical records must be stored in a secure room

Serious breaches of any of the above may result in disciplinary action being taken
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