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INTRODUCTION 

This Policy Guide is intended to help Practice Managers when preparing for an inspection by the Care Quality Commission. The guide lists and offers a short summary of the purpose of a document. In the main the documents will be a confirmation of the Policy on a particular subject.  A view has also been offered on the desirability of the need for a Policy as to whether it is desirable, essential or mandatory.

· A DESIRABLE Policy is where the subject matter relates to the needs of an individual practice and may not be relevant in every practice.

· An ESSENTIAL Policy is where the subject matter relates to the work and important tasks performed in each and every practice.

· A MANDATORY Policy is one that is either required by law or is expected to be in a raft of Policies by the Care Quality Commission when inspections are undertaken. A mandatory policy can be aligned with a training requirement.

APPENDIX A shows the policies listed by Domain and APPENDIX B shows policies listed by Status.

The Care Quality Commission issues on its website extensive advice on need for documented evidence to be either submitted or viewed on an inspection.  Practices need to be aware that sometimes the requirements of CQC Inspectors seem to change to fit their findings which can be unpredictable and suddenly become the ‘flavour of the month’.

The origins of management documentation for Practices lies probably in the General Practice Fundholding Initiative where joining Practices needed to prepare Business Plans for the first time. Prior to that it was the local primary care organisations, such as Family Practitioner Committees and their successors, Family Heath Service Authorities that were required to produce Annual Programmes that reflected both local and national aims and objectives.

Moving forward in time, ever-changing the Quality Outcomes Framework brought with it the encouragement to Practices to produce a Business Plan, along with a raft of personnel policies and clinical procedures and protocols that attracted the reward of points. The original advice from the British Medical Association in 2004, suggested around 12 documents which included the likes of 

1. Business Continuity Plan
2. Disciplinary Procedure 
3. Grievance Procedure 
4. Recruitment Policy 
5. Staffing Levels Policy
6. Staff Model Contract
7. Practice Information Leaflet 
8. Confidentiality Policy
9. Prescription Management 
10. Health, Safety and Infection Control 
11. Practice based Complaints Procedure 
12. Partnership Agreement 




Care Quality Commission 

The inspection regime carried out by the Care Quality Commission has extended the need, without the encouragement of funding, for Practices now to have well in excess of 100 policy documents, with recommendations from their website, formerly Nigel’s Surgery and its successor, currently 108 GP Myth-busters. It is important to realise that Policy documents should reflect the workings of each individual Practice and should not simply be a document plagiarised from a model provided by a commercial organisation outside the Practice. There are some excellent guides and models available but be careful to amend and adjust such documents to fit what you do in your Practice.

Design of Documents 

Ideally, any policy documents should be designed and laid out in a consistent manner. The title should be clear and precise followed by an introduction and the detail of the subject matter. The document should nominate a lead responsibility to a named person and at the conclusion of the document set out the next review date for the document.

Practice Index

The Practice Index web site provides a series of model policy documents, along with a CQC Handbook, all of which can be downloaded. It also provides a free to join discussion forum for members to contribute to, which answers many questions about CQC inspection and gives advice. 

https://practiceindex.co.uk/gp/forum/?_pwa=1
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POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Abortion 				Clinical Management				Desirable 
[bookmark: _Int_gk0TQ6aK]A doctor has the right to refuse to take part in an abortion process on the grounds of conscience but must refer the patient to someone who will help. The Abortion Policy should be to clarify whether all, only some or none of the individual doctors working in the Practice are prepared to deal with and process a request for an abortion, failing that what alternative arrangements can be made with another practitioner inside the Practice or a practitioner outside of the Practice to undertake responsibility.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Access to Medical Records 		Practice Management				Desirable 
The Access to Medical Records Policy should cover the arrangements for allowing patients practical access to their medical records. UK law has changed significantly since the inception of the NHS and the barriers to a patient viewing or having a copy of their medical record have almost been removed for all patients. The Policy should deal with issues relating to third party access, children and vulnerable people as well as charging. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Access to Online Services 		Practice Management				Essential 
The Access to Online Services Policy should set out the arrangements to process applications from patients to use the Practice’s on-line services. There services are accessed using a Smart Phone application and require a username and password issued by the Practice. The services include making appointments, requesting repeat prescriptions, sending messages and viewing some aspects of a patient’s summary medical record. Practices will need to cover in the policy access by children, and those caring for young children, foster children and patients who might not be able to deal with their own affairs. The Policy might also cover the use of e-consultation services, text and email messages.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Accident Reporting 	 		Health and Safety Management		Essential 
The Accident Reporting Policy should set out the approach of the Practice to Reporting Accidents ranging from those accidents causing a minor injury to major accidents causing injury resulting in life effecting injury or resulting in death. The Policy should refer to the RIDDOR legislation: -
- https://www.hse.gov.uk/pubns/indg453.pdf. It should cover the location and use of an Accident Book, First Aid Facilities, list the circumstances for reporting incidents to the Health and Safety Executive and the Care Quality Commission. An accident may also be treated as a ‘significant event’.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Adverse Weather Conditions 		 Personnel Management			Essential 
As well as what steps to take when weather conditions are inclement and adverse, both a cold spell and a heatwave, the Adverse Weather Conditions Policy might cover major travel disruption caused by inclement weather, and major incidents such as official strikes. The Policy should differentiate between those staff that still attend work and those that don’t unless arrangements for home working have been made available and are feasible.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Anaphylaxis 				Clinical Management				Essential 
The Anaphylaxis Policy should set out the arrangements for dealing with an incident of anaphylactic shock, where a patient has a severe and potentially life-threatening allergic reaction. All healthcare professionals should be in a position to recognise and treat an anaphylactic reaction and be able to treat it.  The Policy should highlight the training requirements and document the drugs and equipment that should be available along with the location where it is ready for use.
POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Annual Leave				Personnel Management			Desirable 
The Annual Leave Policy should set out the entitlement to annual leave, along with the arrangements for applying to take leave, including the treatment of bank holidays and requests to carry over leave to another year. It should also cover any arrangements for approving unpaid leave. It should also show how leave for part-time staff will be calculated. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Appraisal (Staff) 			Personnel Management			Essential 
For the guidance of those who carry out annual salaried employee appraisals, the Staff Appraisal Policy needs to set out the normal arrangements for carrying out Appraisals. The processes should involve the frequency of appraisal and review, the Named individual(s) who should carry out Appraisals and the methods that should be used, for example 360-degree appraisals. It might illustrate the documents that might be used and the methods of notifying the outcomes, along with limits on the number and type of aims and objectives and the setting of target dates for achievement.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Assistance Dogs 			Practice Management				Desirable 
The Assistance Dogs Policy should make provision to allow users of the Surgery Premises to bring their assistance dogs into the premises. The Policy may cover the need for warning signs posted outside and inside the premises and bringing dogs in training to the surgery.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Audio Visual Recording & Photography 	Practice Management				Desirable 
The use of ‘live’ audio visual facilities to conduct consultations has increased in recent years, with Practices using text, e-consultation services, emails, video and sound recordings in place of or as training aids for face to face and distance recording of patient encounters. The Audio Visual (AV) and Photography Policy should refer to consent being given by patient to both the taking of and subsequent retention of recordings.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Building Hazards & Safety Inspection	Health & Safety Management			Essential 
The Building Hazards and Safety Inspection Policy should set out the arrangements for carrying out a health and safety inspection and for reporting and acting on any adverse findings. Making a video of the findings for future reference and comparison showing evidence of both compliance and non-compliance is helpful.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Bullying and Harassment 		Personnel Management			Essential 
A Bullying and Harassment Policy should be part and parcel of an essential raft of Personnel Policies, GP Practices as employers should set out clearly what steps should be taken if an employee makes any allegations of bullying or harassment by another member or members of the Practice. It should be clear that such behaviour is unacceptable in the workplace and what action might be taken against a proven perpetrator.







POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Business Continuity Plan 		Practice Management				Essential 
The Business Continuity Policy should set out the arrangements to recover from any predictable ‘disaster’ or major incident that might occur in a workplace such as fire, failure of power, theft, gas leak, or failure of computer to telephone systems. It should cover sudden loss of a significant staff member, for example the sudden death of a senior manager. The Policy should include sufficient information to enable the Practice to continue to provide an acceptable level and standard of services, possibly from alternative premises. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN 	     		STATUS 
Business Plan (Long Term) 		Practice Management				Essential 
GP Practices are expected to have in place a formal long term Business Plan which analyses the state of the Practice looks at the Practice population and proposes how the Practice intends to respond to the needs of its patients now and in the future, say five to ten years' time. It should look at how the population might change, the medical manpower required to respond to that population and what alternative clinicians it might use to bridge any expected and projected gaps in the workforce. The plan should also take into account the need for adequate, secure and safe premises, the ever-changing needs of new technology, the training needs of the workforce along with last but not least the need for a strong financial base. The Business Plan should set out the mission, aims and objectives of the Practice and should be the reference point for setting appraisal objectives for staff.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
CCTV Monitoring 			IT Management				Desirable 
The CCTV Monitoring Policy should set out the management arrangements for using CCTV inside and outside surgery premises for security purposes. The Policy should cover the use of video recordings for security and training purposes and the retention period for such recordings. There should also be warning signs indicating that CCTV is in use and cameras should be located openly at key security locations such as entrances, exits, corridors and reception counters.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Central Alerting System 		Practice Management				Essential 
An important part of the daily routine of running a medical practice is the handling of and the distribution of safety alerts relating to drugs and medical equipment normally received via an email. The Central Alerting System Policy should set out who is the named person and deputies responsible for the receipt and dissemination of any notifications received, along with any arrangements to vet notifications and judge the need or urgency to circulate to all or specific staff. There should also be a record of each alert and the action taken, where appropriate.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Cervical Cancer Screening		Clinical Management 				Essential 
The Cervical Cancer Screening Policy document should set out the arrangements for carrying out cervical screening in the Practice, for which age groups, at what time intervals and what the arrangements are for following up of non-attenders. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Chaperone	 			Clinical Management			      	Mandatory 
The Chaperone Policy should set out clearly the arrangements for offering a chaperone to patients, cover the duties of a chaperone, the training of chaperones and recording in patient’s notes of the use of chaperones. A chaperone would normally be a health professional and be aware of the need to respect a patient’s dignity and confidentiality. A chaperone should also have a clean enhanced DBS report. The training should cover an understanding of intimate examinations.
POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Child Vaccinations & Immunisation 	Clinical Management				Desirable 
The Childhood Vaccination and Immunisation Policy sets out the routine arrangements for carrying out a childhood vaccination and immunisation programme in the Practice. It should cover the intended timescales for administration of vaccinations and immunisation, the protocol for following non-attendees and the involvement of community nurses such as health visitors, when appropriate and in what circumstances Safeguarding measures might be taken.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Cleaning Standards & Schedule 	Estate Management				Essential 
The Cleaning Standards Policy should describe the expected standards of cleanliness that need to be achieved in general practice surgeries, allowing for the fact that cleaning might be carried out by contractors. It should include a Cleaning Schedule to work to and provide for high level cleaning to a clinical standard. Cleaning contractors should provide data sheets for any hazardous substances they might use.

POLICY 	TITLE 				MANAGEMENT	DOMAIN			STATUS 
Clinical Audit 	 			Clinical Management				Desirable 
The Clinical Audit Policy should set out the arrangements to carry out clinical audits. It should set out the frequency and number of audits that individual clinical members of the Practice need to carry out on an annual basis. It should list regular audits and provide for a Practice approval system for carrying out and publishing new audits. The list of audits might in addition include administrative audits.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Clinical Disengagement   		Clinical Management				Desirable 
The Clinical Disengagement Policy sets out the response of the Practice when patients consistently fail to attend the surgery to address their health needs, including recommended treatment and care. The Policy should set out which clinician has lead responsibility for managing disengagement.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Clinical Governance 	 		Clinical Management				Desirable 
The Clinical Governance Policy represents a catch all systematic approach to maintaining and improving the quality of patient care. It provides a framework for pulling together the different aspects of quality improvement including clinical audit, clinical leadership, evidence-based practice and good practice, ideas and innovation which address poor clinical performance. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Clinical Supervision 			Clinical Management 				Essential 
The Clinical Supervision Policy sets out the arrangements for clinical supervision of all clinicians working in the Practice. This might include members of the Nursing Team, Salaried Doctors as well as Trainee GPs, Medical Students and Locums (Doctors and Advanced Nurses Practitioners).

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Clinical Waste Management 	 	Practice Management				Desirable 
The Clinical Waste Management Policy should set out the routine arrangements for the management, and safe secure storage awaiting regular collection. The storage should be clearly marked and then the collection and the safe disposal of clinical waste should be at weekly intervals.




POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Clinicians Induction Handbook 		Personnel Management			Desirable 
The Clinicians Induction Handbook should set out essential information for clinical newcomers to the Practice whether they be partners, salaried doctors, trainee general practitioners, practice nurses or nurse practitioners, along with any employed Locums whatever clinical role they undertake. The Handbook should cover lines of responsibility, accountability and supervision. It should also detail the duties that the Practice as employer would expect the clinician to undertake.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Cold Chain (Refrigeration)	 	Clinical Management				Essential 
The Cold Chain Policy sets out the importance of managing the movement, and storage of vaccinations and immunisations that are kept for use in general practice. Products received into a cold storage device should be transferred to an appropriate vaccine refrigerator promptly upon delivery and kept in storage at the recommended temperature which should monitored and recorded on a daily basis. Named staff should have a dedicated responsibility for checking the vaccine fridge temperature. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Communications 			Practice Management				Desirable 
The Communications Policy should set out standards of approved methods of communication in the Practice no matter what form of communication is used, such as text, NHS email, telephone, e-consultation applications, online services or social media. It might also cover the type of content to include in messages, such as headings, length of messages, clarity about urgency and who message is intended for, and where necessary a deadline or target date for a reply.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Complaints Handling Procedure 	 Practice Management			        	Mandatory 
All medical practices should provide a Practice Based Complaints Procedure, which should be explained in the Practice Information Leaflet, on the Practice Website, and in a leaflet that can be given to patients. The procedure adopted should follow that contained in the NHS Complaints Procedure. The Complaints Handling Policy and Procedure should set out rules about who can complain and whether the patient’s written consent is needed, the time limits for making a complaint and methods used to handle complaints along with normal timescales. It should also explain the right to complain to the local health organisation and any right of appeal and reference to the NHS Ombudsman. From the Practice viewpoint, the Policy should clarify who should respond on clinical matters and from whom medico-legal advice should be taken. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN 	     		STATUS 
Confidential Waste	 		Practice Management				Desirable 
The Confidential Waste Policy should set out the routine arrangements for managing, safe storage and disposal of confidential waste. It may also refer to the arrangements for shredding confidential material and the use of third-party contractors. The policy should also clarify the period of time important documents should be retained before destruction.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Confidentiality & Caldicott Guardian	Personnel Management		        	Mandatory 
This important Policy should emphasise that a culture of maintaining strict confidentiality about patients' needs to be kept at all times when dealing with patients and their medical records. Failure to do so might result in disciplinary action being taken against individuals. The Confidentiality Policy may also cover the role of a Caldicott Guardian. Staff might also be required to sign a Confidentiality Bond Agreement, which should also be alluded to in the Contract of Employment.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Conflict of Interest	 		Practice Management				Desirable 
The Conflict of Interests Policy relates to the need for members of the Practice to declare any special interests or business activities that they may participate in, that when representing the Practice in outside NHS organisations such as a Primary Care Network, Alliance or Federation might cause a conflict of interest. For instance, a doctor who is a member of a Board should not take part in decisions where the Practice has tendered to provide NHS Services.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Conflict Resolution 	 		Practice Management 			         	Mandatory 
NHS England has published guidance on conflict resolution - https://www.england.nhs.uk/wp-content/uploads/2022/01/qsir-managing-conflict.pdf. Reference should also be made in the Partnership Agreement to dispute resolution between partners.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Consent to Treatment (Patient)		Clinical Management				Essential 
The Patient Consent to Treatment Policy covers the Procedures for obtaining consent to treatment for adults and children. This covers vaccination and immunisation as well as minor surgery. The Practice should also have a documented consent system, where sound recordings, or video recordings of consultations are made for training purposes and subsequently the patient agrees to their use.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Contract of Employment (Model) 	Personnel Management			Desirable 
Ideally, the Practice should adopt a Standard Contract of Employment for all its employees which sets out the same terms and conditions that all staff might enjoy. Some clinical staff may be paid salaries and enjoy terms and conditions of employment that reflect those paid to employed clinicians in other parts of the mainstream National Health Service. However, good Personnel Practice would dictate that salaries, and Terms and Conditions ought to be consistent for all employees, open and transparent to avoid unfair and unreasonable decisions leading to grievances and disputes. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Control of Substances Hazardous ….	Health & Safety Management 	   	 	Mandatory 
The Control of Substances Hazardous to Health Policy relates to being aware of the need to the Control of Substances that might be Hazardous to Health (COSHH). In effect, this covers in the main drugs and medicines in direct use and administered in general practice and cleaning and stationery materials that are used on a day-to-day basis. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Controlled Drugs 	 		Clinical Management				Essential 
[bookmark: _Int_o2Gg3sIO]Although many prescribing practices no longer store controlled drugs in their surgery premises, those Practices may still issue prescriptions for controlled drugs and hard copy prescriptions. Dispensing Practices still handle, store and issue controlled drugs on a routine basis. The Controlled Drugs Policy should set out the prescribing, dispensing and security arrangements for both the prescriptions themselves and the drugs held. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN 	     		STATUS 
Construction, Design & Project 		Estate Management 				Desirable 
The Construction, Design and Project Policy should show how the Practice’s Management should work in collaboration with architects, builders and sub-contractors to ensure that provisions are in place to ensure that any building project is carried out in compliance with planning and building legislation in a safe manner. The Policy should state the named person responsible for managing the project.
POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Correspondence Management 		Practice Management				Desirable 
The Correspondence Management Policy sets out the arrangements for receiving, distributing, reading, actioning, scanning and filing clinical correspondence, including letters, reports, faxes and emails with patient data content. It might cover the procedure for processing of urgent correspondence and clarify what’s happens when named doctors are absent. It should be clear when the processes are computerised, manual or both.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Cryotherapy (and Liquid Nitrogen)	Clinical Management				Desirable 
The Cryotherapy Policy should describe the cryotherapy services that can be provided by the Practice and which clinical staff can perform treatment along with training standards to be achieved. The Policy should also cover the acquisition, transportation, safe storage and use of liquid nitrogen. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Data Quality				IT Management				Desirable 
The Data Quality Policy should emphasise the need for high quality recording of patient data and provide for carrying out regular data quality audits to ensure that accuracy, consistency and quality are maintained. It may specify the type and nature of the audits to be carried on a regular basis.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Death of Patient Administration 	Clinical Management				Desirable 
The Death of Patient Administration Policy sets out the procedure that should be followed by the Practice when a patient dies and will cover the handling of medical records, removal from the list and whom should be notified of the patient’s demise. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Dementia				Clinical Management 				Desirable 
The Dementia Policy document should explain the arrangements for recording, caring for and managing patients with dementia. It should also refer to the arrangements for carers and power of attorney.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Disclosure and Barring Service (DBS)	Personnel Management 			Essential 
This important DBS policy should look at the extent to which staff offered employment in the Practice are vetted for a criminal record and take into account the employment of Ex-Offenders. It should be clear that new staff who are at risk of direct contact with vulnerable people must not start their employment unless a clear Standard or Enhanced DBS has been received appropriate to their post. The Practice should also be clean which staff might only be excluded from this requirement if a risk assessment has been carried out and what assurances would be given for an adverse report.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Did Not Attend (Appointments) 	Practice Management				Desirable 
The Did Not Attend Policy sets out what action a Practice will take when a patient continually fails to attend and does not cancel a booked appointment. It may cover the number of DNAs before action is taken and describe what warning steps that might be taken. It may also cover the use of text reminders.




POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Dignity of Patient 	 		Clinical Management				Desirable 
The Dignity of Patient Policy sets out the approach the Practice will take so as to ensure that patients and all those others attending the surgery are afforded privacy, dignity and respect in all their encounters with non-clinical and clinical staff at all times.  

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Disability Reasonable Adjustments 	Personnel Management			Desirable 
The Disability Reasonable Adjustments Policy discusses the alterations to the workplace that the Practice might be prepared to make to a job or environment where a disabled person might work. The Policy should set out the arrangements that would be made to consider such an application, the timescale for consideration and the evidence that might be needed to support the application.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Disciplinary Procedure			Personnel Management		        	Mandatory 
The Disciplinary Policy or Procedure is an essential part of the raft of personnel policies that any employer is expected to have in place. It should set out the process involved in investigating a disciplinary matter, carrying out a ‘hearing’ in a fair and reasonable manner, making a decision that is proportionate to the offence, notifying the employee of the decision and a right of appeal which would be considered independently of those who made the original decision. The Partnership Agreement should also provide procedures for dealing with disciplinary (and grievances) relating to members of the Partnership.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Dispensary Delivery Protocol 		Practice Management				Desirable 
The Dispensary Delivery Protocol relates to rural practices with an in-house dispensary. Dispensing Practices may also need a set of policies, procedures and protocols relating solely to the management of the dispensary, the security of dangerous and controlled drugs, stock control and submitting claims for pricing prescriptions.

POLICY 	TITLE 				MANAGEMENT	 DOMAIN	     		STATUS
Dispensary Management Manual	Practice Management				Desirable 
The Dispensary Management Manual or Handbook should set out the arrangements for running a dispensary, normally in a rural practice. It should clearly set out the rules for dispensing to registered patients residing within in the rural catchment area of the Practice, provide for stock control, purchasing arrangements, safe and secure storage and the submission of claims to the Prescription Pricing Service.

POLICY 	TITLE 				MANAGEMENT	 DOMAIN	     		STATUS
Display Screen Equipment 	 	IT Management				Desirable 
The Display Screen Equipment Policy sets out the requirements for both the Practice as employer and the staff and clinicians to ensure that display screen equipment and associated seating are ergonomically safe and that screens are used in a time aware environment. It should address the need for eye tests and adequate lighting and seating for all users. 







POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Duty of Candour 			Practice Management		          	        	Mandatory 
The Duty of Candour Policy reaffirms the need for the Practices and the personnel working in that Practice to be open and honest about their dealings with their patients. This goes beyond the duty of care and touches the trust patients place on their clinicians. Practice should address errors and mistakes and make use of the Significant Events procedures. They should also respond to all complaints promptly.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Dynamic Lock Down Procedure 	Estate Management				Desirable 
The Dynamic Lock Down Procedure sets out the procedures to adopt in GP Surgery when a major incident occurs that requires the surgery premises and services provided to be immediately stopped and locked down for safety and or security purposes. This apples to computer systems and the security of the premises.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
E-Consultations				Practice Management 				Desirable 
The E-Consultations Policy document should set out the arrangements for patients to use any E-Consultation systems that may have been adopted by the Practice. It should cover Online and video consultations and receiving, storing and handling of intimate images.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Emergency Drugs Monitoring	 	Clinical Management				Essential 
The Emergency Drugs Monitoring Policy should set out the scheme for monitoring the use of emergency drugs in the Practice so as to ensure the security and safe use of such drugs, in particular record keeping about the in datedness of such supplies.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Emergency Incident Reporting		Practice Management				Essential 
The Emergency Incident Reporting Policy document should set out the procedure for dealing with an emergency incident involving a patient or staff whether it is of a clinical nature or not and if it involves safety issues. It may also recommend that any incident is recorded and processed as a Significant Event.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Employee Handbook			Personnel Management			Desirable 
Practices as employers are encouraged to set out detailed terms and conditions of employment in an Employee Handbook. It should include the Disciplinary, Grievance and Whistleblowing Procedures. It should explain annual leave, bank holidays, sickness absence management, sick pay, maternity, paternal and paternity leave, overtime, breaks and time off in lieu. It might cover too, flexible working, home working, and working alone. The aim of the document would be to provide consistency and ensure a level playing period for all employees.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Employee References 			Personnel Management			Desirable 
The Employee References Personnel Policy sets out the arrangements when a Practice has to prepare a formal employment reference for either current or past employees and may set limits on who should prepare references on behalf of the Practice and for what period of time or number of occasions a valid reference might be prepared. It may also cover the steps and risk assessments need to be undertaken when current staff personnel files are bereft of references.

POLICY 	TITLE 				MANAGEMENT DOMAIN     			STATUS 
Equality and Diversity 			Personnel Management 			Mandatory 
The Equality and Diversity personnel policy sets out the approach the Practice takes in accordance with current UK legislation on ensuring that the principles of equality and diversity are recognised and adhered too in recruitment practices. Primarily Practices should be looking to appoint the best person for the job.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Expenses, Travel and Subsistence	Personnel Management			Desirable 
This document should set out clearly the arrangements for reimbursing travel and subsistence expenses for employees of the Practice. The Expenses, Travel and Subsistence Policy should set out the circumstances that would attract reimbursement of travel costs, whatever mode of public or private transport is used. It should clarify whether reimbursement should apply to travel between surgery premises, but not home to the base surgery.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Extended Hours Policy 			Practice Management				Desirable 
The Extended Hours Policy sets out the arrangements it has made either as a lone Practice or with others as part of a hub either in its own premises or another Practices premises to provide additional cover and consultations by appointment outside the normal core weekday hours, at weekends and on bank holidays. It should describe the staffing arrangements both for clinical and non-clinical employees and who is responsible for personnel contracts and salary payments. It should also explain how the extended hours services are to be communicated with patients.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Fail Safe – Safety Netting		Clinical Management 				Desirable 
The Fail-Safe Policy records the arrangements a Practice may have to ensure that patients requiring cytology screening are called and recalled at the appropriate time, and that those patients who fail to respond are followed up in a set manner.	
	
POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Female Genital Mutilation (FGM) 	Clinical Management				Essential 
This relatively new FGM Policy sets out the Practice’s approach to the treatment and care of Female patients with Genital Mutilation with appropriate references to clinical intervention and safeguarding arrangements. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Fire Safety				Estate Management				Mandatory 
The Fire Safety Policy should set out the fire prevention arrangements for all practice premises used by the Practice. It should include the frequency of alarms testing and maintenance of firefighting equipment. It should document the location of alarm points, exit routes, evacuation collection points, and the appointment and duties of Fire Marshalls.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
First Aid Provision and Facilities	Health & Safety Management			Essential 
The First Aid Policy should set out clearly the arrangements in the Practice for the provision of First Aid by trained staff, not necessarily clinical staff and for the location and content of an accessible first aid box or boxes depending on the size of the building and the number of floors. It should not be taken for granted that a clinician might always be available.


POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Flexible Working Requests		Personnel Management 			Desirable 
The Flexible Working Requests Policy should outline the arrangements for staff to apply to work their contracted hours on a flexible basis. It should be made clear that the management of the Practice has an obligation to ensure that the Practice is manned during ‘core hours’ to an acceptable level and that flexible working applications may be refused or suspended if an optimum staffing level is not achieved. The Policy may also outline the circumstances where consideration to home working requests might be appropriate.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Flexible Time Working			Personnel Management 			Desirable 
Flexible Time Working is a system of timekeeping which allows staff flexible start and finishing times subject to their attendance during ‘core times’ for example 9:00 hours to 12 noon and 14:00 hours to 16:00 hours. The Practice still must be adequately manned outside the flexible-time core hours but within the overall core hours the Practice is contractually required to provide a full range of services. The Policy should set out the rules for building up credit and debit time and the period of time permitted for clearing debit and credit balances. Flexible time may suit staff home working. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Friends and Family Test (FFT) 	 	Practice Management				Desirable 
The Friends and Family Test Policy should set out the arrangements for undertaking and reporting on the Friends and Family Test. A separate Policy may set out the arrangements the Practice might have to run other regular patient surveys. See Patient Surveys.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Freedom of Information Act 		Practice Management				Essential 
The Freedom of Information (FOI) Act gives the general right of access to all types of recorded information held by a Practice. The intention of the Act is to encourage a spirit of openness and transparency in the NHS and the whole public sector. A GP Practice is defined as a public authority.  The Policy should set out the procedure for dealing with a FOI request.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Freedom to Speak Up			Personnel Management			Desirable
Practices are being encouraged to appoint a Freedom to Speak Up Guardian who would support any member of staff who wished to raise sensitive and confidential issues without fear of reprisals. The issues that might be raised may include bullying and harassment, theft or fraud, suggestions and ideas. The person raising the issue should expect a positive response.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
General Data Protection Regulations 	Practice Management				Desirable 
The General Data Protection Regulations (GDPR) Policy should set out how the Practice intends to comply with the current GDPR regulations. The policy should clarify who is the Data Controller.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Gifts and Hospitality 	 		Personnel Management			Desirable
The Gifts and Hospitality Policy sets out the rules about the acceptability of receiving gifts and hospitality from third parties including patients and pharmaceutical representatives. It might also cover the giving of gifts and hospitality to celebrate a retirement, resignation, wedding, birth or bereavement. 


POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
GP2GP Records Transfer 		Practice Management				Desirable 
The GP2GP Records Transfer Policy sets out the routine for registering new patients promptly and activating the process to obtain computer held patient records using the GP2GP records transfer system so that the computer held records if in existence are available for immediate use.  The process should also involve the routines to follow up the receipt of the manually held (Lloyd George record) especially when urgently required and then the process for ensuring that summaries are accurate and up-to date.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Grievance Procedure 			Personnel Management			Mandatory 
The Grievance Procedure is a key component of the Personnel Policies adopted by a Practice and should clearly set out the procedure for dealing with a grievance lodged by an employee. It should provide for the method of an investigation to gather evidence, a meeting or hearing, and after a decision an independent right of appeal and how such a panel should be constituted.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Hazard Data Sheets 			Health & Safety	 Management 			Essential
Hazard Data Sheets are an essential part of ensuring that the health and safety of those people working in a surgery is maintained. It is recommended to establish a ‘manual’ or library of data hazard sheets for all medications, vaccinations and immunisations used for administration to patients inside and outside of the surgery premises. The manual probably kept separately should include materials and substances used by employed cleaners or cleaning contractors. The collection should extend to Patient Group Directions.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Health and Safety (at Work) 		Health and Safety Management		Mandatory 
A Health and Safety at Work Policy is an essential document which should include arrangements for reporting and investigating accidents and looking after the welfare of staff. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Health Checks 				Clinical Management				Desirable 
The Health Checks Policy should set out the arrangements the Practice makes to carry out appropriate health checks on new patients and the elderly and to nominate a named responsible doctor.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Health Promotion & Lifestyle 		Clinical Management				Essential 
The Health Promotion and Lifestyle Policy should describe what steps the Practice will take to collect lifestyle information, analyse the data and provide a suitable range of suitable health promotion services.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
HIV (Staff)	 			Personnel Management			Mandatory 
HIV (human immunodeficiency virus) is a virus that attacks the body's immune system. If HIV is not treated, it can lead to AIDS (acquired immunodeficiency syndrome). There is currently no effective cure. Once people get HIV, they have it for life.    The HIV Policy covers the measures that should be taken in the working environment to ensure that employees who have recorded their HIV status can work safely with patients and their colleagues.




POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Home Visits				Clinical Management				Desirable 
The Home Visit Policy should set out the arrangements for making home visits and be concerned about, the assessment of urgency, timescales, the use of alternative clinical personnel and the safety of those making home visits. It should also cover the risks of visiting alone and safety steps to be taken.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Home Working 			 	Personnel Management			Desirable 
Arising from the experience of the Covid Pandemic, many Practices have permitted home working for both clinical and non-clinical staff and probably more staff are now requesting permission to work from home. The Home Working Policy should provide for consideration of such applications and whether they are practical and feasible bearing in mind the need to provide a direct face to face service to patients and whether such working meets the day-to-day business needs of the Practice and is affordable bearing in mind the need to maintain communication with the Practice by telephone and via its IT systems.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Identification of Carers 			Practice Management				Desirable 
The Identification of Carers Policy should set out the arrangements for the registration of carers and the recording of their formal status in the patient’s record on the clinical system.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Infection (Prevention) Control 		Clinical Management				Mandatory 
The Infection Control Policy sets out the approach of the Practice to infection prevention and control, including the frequency of inspection. It should also state who will carry out an inspection.  It may extend to cover the cold chain arrangements and safe storing of drugs and the safe disposal of clinical waste. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Information Governance		 Practice Management				Mandatory 
The Information Governance Policy represents a catch all systematic approach to maintaining and improving the quality of information used in the Practice. Information Governance (IG) is the framework for handling information in a secure and confidential manner that allows organisations and individuals to manage patient, personal and sensitive information legally, securely, efficiently and effectively in order to deliver the best possible healthcare and services.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Input of Clinical Data Protocol 		Clinical Management				Essential 
The Input of Clinical Data Protocol sets out the protocols for adding, removing or amending clinical and personal data from a patient’s computer held data. It may cover the arrangements for carrying out data quality audits. The Practice may also have a Summarising Policy.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Intranet & Social-Media, Approved Use 	IT Management			Desirable 
[bookmark: _Int_ZHrF31Gv]The Intranet and Social Media Policy should set out the Practice’s approach to the use of the internet and in particular to that of social media. The Practice may have a Facebook, Twitter (X) or Instagram account but it needs to be clear to Practice staff and patients alike what it is used for. It should be for the publication of non-confidential and public information and not for the submission of complaints and both positive and negative comments. Staff should not use any social media accounts in the name of the Practice or their own accounts to discuss confidential practice business.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Job Application Form (Model) 		Personnel Management			Essential 
The Practice should have a ready-made standard Job Application Form available to use at all times.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Job Descriptions 			Personnel Management 			Essential 
The Practice should maintain a collection of Job Description and Personnel Specification for all currently employed posts, including any salaried doctors.  The Job Description should set out the job title, and who manages the post holder, and what the line of accountability is. It should provide a summary of the post and list the roles and responsibilities of the post holder. It may set out the days and hours of work, the salary, review date and whether the post is temporary, a fixed contract period or permanent.  The Personnel Specification should list the preferred or essential qualities, qualifications and experience the post holder should have and furthermore what qualities might be regarded as desirable.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Learning Disabilities 			Clinical Management 				Essential 
The Learning Disability Policy document should establish a register of patients with learning disabilities and an awareness of the risks they encounter due to health inequalities.
 
POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Legionella				Practice Management 				Essential 
The Legionella Policy should set out the arrangements for a Practice to regularly check water courses, showers and hot and cold-water supplies for evidence of Legionella and treat the source of infection with appropriate water treatment techniques.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Life Saving Skills			Clinical Management 				Mandatory 
The Life Saving Skills Policy should set out the arrangements for dealing with life threatening clinical incidents in the surgery premises and cover the frequency of mandatory life saving skills training for all surgery workforce and the arrangements to provide emergency drugs and equipment including emergency oxygen.  

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Locum Employment			Personnel Management			Desirable 
The Locum Employment Policy should set out clearly the circumstances that would require the employment of a doctor or member of the nursing team, the normal duration of such employments and the financial limitations set on such employment. It should also set out what standard of performance would be expected from a Locum, along with the duties to be performed.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Locum (Employment of) Handbook	Personnel Management 			Essential 
The Practice should be able to offer information and guidance on the key clinical and management arrangements of the Practice in the form of a Locum Handbook. Practices now employ a variety of clinicians, who are not necessarily doctors. It might need to refer to Advanced Nurse Practitioners and members of the Nursing Team. Therefore, the Handbook should be extensive in its content.





POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Lone Working				 Personnel Management			Desirable
In general terms, a Lone Working Policy ought to discourage lone working at the surgery premises as normally a clinician and a non-clinical member of staff would be present. The Policy might also cover measures to be taken when making a home visit.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Management of Controlled Drugs	Clinical Management 				Desirable 
The Management of Controlled Drugs Policy should set out the arrangements for recording the use of controlled drugs and their safe keeping. However, few prescribing general practices will keep or use controlled drugs on site, although dispensing practices may well issue and dispense controlled drugs prescriptions. The policy should also provide for checks on the datedness of drugs and the ordering and replacement of supplies as necessary.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Maternity Leave and Pay	 	Personnel Management			Desirable 
The Maternity Leave and Pay Policy should set out clearly the arrangements for maternity leave, including ante-natal appointments and carrying out a risk assessment to safeguard the expectant mother during her pregnancy for employees of the Practice including salaried doctors. It should explain the entitlement to Statutory Maternity Pay and any Employers Maternity Pay if made.  It should also cover the arrangements for keeping in touch days and return to work and set out what the procedure would be for applying for reduced days and hours or flexible working.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Medical Emergencies 			Clinical Management				Desirable 
The Policy for handling Medical Emergencies should set out the procedures for handling medical emergencies that might occur in a medical practice and require immediate clinical intervention. It may describe the arrangements for a duty or on-call doctor.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Medical Equipment 			Practice Management				Desirable 
The Medical Equipment Policy deals with the acquisition, regular inspection, calibration, servicing and timely replacement of all medical equipment. The policy might cover the replacement of batteries and bulbs where appropriate and carry out PAT tests again where appropriate at timely intervals.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Medicines Management	 	Clinical Management				Desirable 
The Medicines Management Policy should set out the arrangements for managing the prescribing and use of medicines in the Practice. It might set limits for the review of repeat prescriptions and the role of a Practice Pharmacist. It should also refer to the arrangements for keeping controlled drugs on site or in the possession of doctors. Practices should be aware of avoiding possible conflicts in medicines management where a retail pharmacist also provides a medicine’s management service for patients. It should also refer to the arrangements for managing the continued prescribing of drugs where monitoring is required.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Mental Capacity Act 2005		Clinical Management				Mandatory 
The Mental Capacity Policy is intended to ensure that those working with patients in the Practice are fully aware of their obligations under the Mental Capacity Act 2005. The primary purpose of the Act is to ensure that a legal framework is provide for acting and making decisions on behalf of adults who lack the capacity to make particular decisions for themselves.
POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
New and Expectant Mothers 		Clinical Management				Desirable 
The New and Expectant Mothers Policy document should set out the care program applied by the Practice looking after new and expectant mothers, and how the Practice will work with the neighbourhood community midwives and the local maternity unit. It should also set out the criteria for supporting home confinements.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
New Patient Registration		Practice Management				Desirable 
The New Patients Registration Policy document which might be published on the Surgery website should set out the policy on accepting new patients, including veterans, refugees and immigrants. If the Practice list is CLOSED to new patients the Practice should explain why the list is closed and when it will be reviewed. See Patient List Management Policy.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Notification of Deaths (in Practice)	Practice Management 				Mandatory 
The Notification of Deaths Policy should set out the administrative procedures to follow when a patient dies, including a review of the medical record at a Practice Meeting, and the return of the record to the PCSE on removal from the Patient List. The CQC requires a direct statutory notification of the death of a patient that occurs whilst care was actually being provided during a consultation or physically at the surgery premises. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS	
Nurse Revalidation & Appraisal 	Personnel Management			Desirable 
The Nurse Revalidation Personnel Policy should set out the arrangements for the Revalidation every three years of Nurses employed by the Practice who are registered with the Nursing and Midwifery Council. The Practice may also set out their own arrangements for Annual Staff Appraisal. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Occupational Health			Personnel Management 			Desirable 
The Occupational Health Policy should set out the arrangements the Practice makes for engaging an occupational medical practitioner to report on the state of health on an employee who is absent due to sickness and the employee's ability to carry out their duties.  The Policy may also cover the use of pre-employment health questionnaires and whether pre-employment screening is desirable.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Out of Hours Services 			Practice Management				Desirable 
The Out of Hours Services Policy should explain the arrangements the Practice has made for patients to contact their general medical practice outside the core hours provided by the Practice. It might need to cover periods when the surgery is closed such as for training. Arrangements might be different too at lunchtimes and on bank holidays. Information should be provided on telephone call answering machines and on the Practice website as well as notices visible outside the surgery premises.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Palliative and End of Life Care 		Clinical Management				Essential 
The Palliative and End of Life Care Policy should set out the arrangements for working with the Multi-Disciplinary Community Nursing Team to provide palliative and end of life care to those patients under their care. It should cover the organisation of team meetings and the notification of new patients to the MDT and Out of Hours services.


POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Pandemic Management Policy 		Practice Management 				Essential 
Arising out of the COVID 19 pandemic, GP Practices should have set out in a Pandemic Management Policy Document what steps they have taken to manage their Practices during a pandemic. See also Standard Operating Procedures (SOP).

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Pandemic Staffing (Levels)	 	Personnel Management			Desirable 
The Covid Pandemic Staffing Policy has enforced Practices to monitor and review its clinical and non-clinical staffing levels on an ongoing basis. The Policy needs to set out minimum and ‘core’ staffing levels, proposals to maintain staffing levels and the arrangements for absence management, salary payments and for allowing options for home working and flexible working.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Patient Group Directions 		Clinical Management				Essential 
The Practice should maintain an up to date set of Patient Group Directions that have been signed off by those Nurses and other clinicians using them.  PGD’s are written instructions to help clinicians supply or administer specific medicines to patients, usually in specifically planned circumstances.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Patient List Management 		Practice Management 				Desirable 
The Patient List Management Policy should provide for monitoring the Patient Registration List size and describe the action to be taken when the list size has become unmanageable and is suggestive of recruiting more clinicians. It should provide for data quality checks on patient registration details and for checking patients who have not responded to screening or other invitations. The Practice might like to review patients who have not attended for a number of years.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Patient Participation Group 	 	Practice Management				Essential
The Patient Participation Group Policy document should set out the arrangements to support a Patient Participation Group, along with its Constitution and Terms of Reference. It may include information about how the group communicates with each other and the Practice. It should cover the role of and the period of office of members, including the chairperson. It may need to cover whether PPG members are permitted to have access to staff and the surgery premises at all times.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Patient Surveys				Practice Management 				Desirable 
The Patient Surveys Policy should set out the arrangements for carrying out Patient Surveys, including Friends and Family Tests. It should cover the type and frequency of surveys, along with mode of publication. It should be clear what the arrangements are for the review of results, lessons learnt and consequent action to be taken.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Personal Belongings at Work 		Personnel Management			Desirable 
The Personal Belongings at Work Policy sets out a requirement for those working in the Practice to remain responsible for any personal belongings brought to work or used whilst at work whether on duty or not, or whether present in the surgery premises or elsewhere. The Practice will not be held responsible for any loss, theft or damage that occurs to any personal belongings.



POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Personnel Manual			Personnel Management 			Desirable 
The Personnel Manual can gather in one place the Practices approach to recruitment, contracts of employment, salary and salary review, appraisal and performance review, discipline and handling of grievances. It can also set out, in the interests of consistency, the approach to sickness absence, maternity leave, parental leave, study leave, annual leave, compassionate leave and jury service. It should cover a range of personnel issues that the Practice might have to deal and how to obtain advice and support where in house expertise might be lacking.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Personnel Specifications 		Personnel Management 			Essential 
Ideally, the Practice should produce a Personnel Specification, which sets out the essential and desirable traits expected from a job applicant, along with a job description, for each post employed in the Practice. This should include any ARRS staff employed on behalf of a Primary Care Network by the Practice.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Phlebotomy 	 			Clinical Management				Desirable 
The Phlebotomy (Venipuncture) Policy document should set out the arrangements for managing the provision and funding of phlebotomy services in the Practice. It should cover the arrangements for training, appropriate qualifications, supervision and the handling of emergencies, such as anaphylactic shock. It should specify the time periods during a working day that a service can effectively be provided. It should cover the procedures for carrying out venipuncture, highlighting the steps to be taken when dealing with children.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Portable Appliance Testing (PAT) 	Health & Safety Management			Essential 
The Portable Appliance Testing (PAT) Policy should set out the arrangements for carrying out portable appliance testing in the Practice including the desired periods of time for retesting. It should require each item tested positively to show the date of the date and review date. It might also list the clinical and non-clinical equipment requiring testing. A file should be maintained of instruction manuals for each piece of equipment.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Portable Devices 		 	Health and Safety Management		Desirable 
The Portable Devices Policy should set out the arrangements for procuring and maintaining portable medical equipment and should cover annual servicing, battery renewal and parts replacement. It should also state whether training is required by those using the equipment.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Practice Security & Risk Assessment 	Practice Management				Desirable 
This Practice Security Policy should set out the arrangements for personal and surgery security. The document should make reference to security alarms, door codes, CCTV system, lock down procedures, personal panic alarms, lone working and relevant risk assessments.







POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Practice Information Leaflet 		Practice Management				Mandatory 
A Practice is required to have a Practice Information Leaflet in hard copy form. It may of course be supplemented by a Practice Website, the content of which should be broadly the same.

Information to be included in a practice leaflet.
· A practice leaflet must include - 
· the Practice name, the Practice’s telephone, fax number and website address, 
· the full name of each person providing services, and their professional qualifications. 
· state whether a Practice is a teaching or training practice and describe what services are available.
· describe its practice area, with a sketch diagram, plan or postcode area along with the address of each of the Practice’s surgery premises and any access arrangements to the building.
· explain how to register with the Practice and the right of patients to see a named practitioner.
· cover information about the assignment by the Practice to its new and existing patients and patients aged 75 and over of an accountable named GP.  
· describe the opening hours of the surgery premises and the way patients might contact the Practice during the core hours and what to do outside the core hours and whether the local Board provides out of hours services not the Practice. 
· state the telephone number of the 111 service, along with the name, address, telephone number and email address of the local health board, 
· explain the criteria for making home visits and the method of requesting a visit. 
· set out the arrangements for obtaining repeat prescriptions and electronic prescriptions sent direct to a pharmacy of choice, along with the arrangements for dispensing prescriptions if the Practice has a pharmacy. 
· describe how patients may make a complaint or comment on the provision of services. 
· explain the rights and responsibilities of the patient, including keeping appointments and the action that may be taken where a patient is violent or abusive. 
· Finally, it should give details of who has access to individual patient information and the rights of patients in relation to the disclosure of such information.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Practice Manager Handover Manual	 Practice Management				Desirable 
[bookmark: _Int_qVwtKDQ5]In addition to the Practice Managers Manual mentioned below, the Practice should prepare a Handover Manual to be used either when a Manager leaves or is absent for a prolonged period of time. It should provide sufficient and comprehensive information about the Practice and management of the Practice to enable someone new or temporary to pick up the threads with relative ease. The information should include passwords, payroll and accounts software information. The document may need to be kept in a secure location and or away from the Practice.





POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Practice Managers Manual		 Practice Management				Desirable 
It is recommended that the Practice prepare a Practice Managers Manual which sets out its own working arrangements in detail.  It is important to note that the management arrangements in each Practice can vary significantly and therefore such a document will need to reflect accurately the processes, procedures and working arrangements in place specific to the individual practice. A model Practice Managers Manual is published by Practice Index. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Practice Telephone Policy 		Practice Management				Desirable 
The Practice Telephone Policy can be used to set out the arrangements for managing the telephone system. It should cover the telephone numbers in use and for what purpose, including the number of lines available for public use (incoming calls) and for business use (outgoing calls). The Policy should explain the switching arrangements when the surgery is closed and describe the opening response message when a patient calls the Practice. The message may refer to a selection of options to choose from which may include appointments, home visits, prescriptions etc.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Practice (Surgery) Website 		Practice Management 				Essential 
The Practice Website Policy should explain the required content of the website, which should reflect the same content as the Practice Information Leaflet. In addition, it should detail the links that the website has to any online services provided by the Practice, such as booking appointments, arranging online E-consultations, access to medical records and ordering repeat prescription. The website might also provide links and online feeds from other health related sites. The Policy should clarify the Practice’s position on advertising or sponsorship.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
(Repeat) Prescribing		 	Clinical Management				Essential 
The (Repeat) Prescribing Policy should set out the arrangements for issuing prescriptions including those requiring issue on a repeated basis, and those requested online and issued by a selected pharmacy. The Policy may prescribe the number of issues, or the time period covered before a medication review. The Policy may also refer to the content of a Practice Formulary by indicating those OTC medications that either will or will not be prescribed.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Preventing Radicalisation 		Practice Management 				Mandatory 
NHS England and the Care Quality Commission encourage GP Employers to be mindful of all safeguarding issues, and in doing so Practices should be aware that preventing radicalisation is a safeguarding matter and to include such awareness in any training and safeguarding monitoring and reporting systems that a Practice might encounter.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Quality Assurance Policy	 	Clinical Management				Essential 
The Quality Assurance Policy sets out how the Practice ensures that the quality and standards of clinical work and performance are maintained in the Practice through clinical audit and governance required under the inspection regime by the Care Quality Commission.





POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Recording of Drug Allergies	 	Clinical Management				Essential 
The Recording of Allergies Policy emphasises the importance of recording allergies apparent from patients hard copy medical record. Originally allergies would be marked on the front of a record folder. Nowadays, allergies should be recorded in the summary part of a computerised medical record. In addition to clinical allergies, allergic reactions to medications should also be recorded.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Receptionists Training Handbook 	Practice Management				Desirable 
As a training tool, it is recommended that a Receptionist Training Manual or Handbook should be prepared setting out the ‘rules of engagement’ for front of house staff who have direct contact with patients either face to face, on the telephone, or by email or social media. The content of the document should as a minimum cover offering appointments and signposting patients to appropriate services, the arrangements for triage and taking messages. It should explain how to deal with requests for prescriptions and test results and following up referrals. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Recruitment Policy and Procedure 	Personnel Management			Mandatory 
The Recruitment Policy should explain the procedures the Practice undertakes to recruitment including advertising posts, shortlisting, interviewing (panel), making a job offer and entering into a contract of employment. It should also cover the right to work in UK, pre-employment checks, including obtaining appropriate references and carrying out DBS checks. This Personnel Policy may also be supplemented by a new Employee Checklist.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
(NHS) Referral Policy 			Clinical Management 				Essential 
Incorporating the Standard NHS Contract for England, the Practice NHS Referral Policy should set out the standard to be achieved by doctors and other clinicians including clinical Locums for ensuring prompt referrals to NHS or private services, are made in a timely and informative manner.	

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Removal Expenses			Personnel Management 			Desirable
[bookmark: _Int_WhSXL6bE]Although not thought to be common in general practice, a Removal Expenses Policy might be prepared particularly where an incentive is required to encourage qualified and experienced candidates to apply for jobs in the Practice. In the NHS Employee terms and conditions of employment removal expenses might include costs relating to board and lodging whilst searching for accommodation, fees and expenses associated with house sale and purchase along with any excess travelling expenses.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Retirement Policy 			Personnel Management			Desirable 
The Retirement Policy relates to either a clinician or non-clinical member of staff who wishes to apply for their NHS Pension Award on the basis of returning to work and continuing their contract or employment having technically retired for 24 hours. It sets out the Practice Policy where someone wishes to return to work on a reduced contract. It is not a Policy setting a requirement to retire at a specific age. The employer may wish to reserve the right not to reemploy an employer on the same or revised terms and conditions.





POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Risks Assessment (Reports)		Practice Management 				Desirable 
The Risk Assessment Policy document should set out the arrangements for undertaking or commissioning a range of risk assessments, where a risk assessment might be beneficial toward demonstrating the degree of risk that might be encountered by either not doing something or by doing something. It would be crucial in weighing up and providing evidence to support a decision as to whether, for instance, staff should be permitted to work alone or to obtain a debarring service report for a new employee.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Safe Water Policy			Estate Management				Desirable 
The Safe Water Policy document should set out the arrangements for water testing and clearly designate the sources of drinking water in the surgery premises. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Safeguarding (Adults and Children)	Practice Management 				Mandatory
The Safeguarding Policy for both adults and children is an essential document in a Medical Practice which should set out the arrangements for ensuring that vulnerable adults and children are brought to the attention of Safeguarding personnel if concerns are recognised. It should cover arrangements for the training of all personnel employed by and working in the Practice. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Safety Alerts				Practice Management 				Essential 
The Safety Alerts Policy should set out clearly the arrangements for the receipt, consideration and appropriate distribution of Safety Alerts, including an action that might need to be taken and the allocation of responsibility. Safety alerts may relate to medical devices, drugs, vaccines and other medication.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Sepsis 					Clinical Management				Mandatory The Sepsis Clinical Policy should set out the approach the Practice takes to being aware of Sepsis, undertaking preventative measures and undertake training, treatment and care of patients in relation to Sepsis.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Sickness Absence 		 	Personnel Management			Essential
The Sickness Absence Policy should set out the arrangements for managing sickness and other absences from work. It may describe the system of monitoring absences, for example by using the Bradford Score and describe at what point interventions might occur, such as return to work interviews, reference to an Occupational Health Specialist or Disciplinary Procedures. It should be clear about the periods of time and the amount of Employers Sick Pay will be paid.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Significant Events Analysis		Practice Management				Mandatory 
The Significant Events Analysis Policy should set out the procedures for reporting, investigating, analysing the outcomes and taking appropriate action that might be necessary at the conclusion of an investigation. Practices should be careful to deal with any disciplinary matters arising from a significant event separately. It is important to note that significant events should be dealt with on a ‘no blame’ basis. The Policy should give guidance on the recognition of ‘events’ both clinical and non-clinical that ought to be handled under this process. It should also define ‘critical’ and ‘significant’ incidents.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Smart-card (NHS)			IT Management 				Essential 
The NHS Smart Card Policy document should set out the procedures for issuing and using an NHS Smart Card. It should also cover the arrangements for cancelling the use by an individual of a card once that person has ceased to be employed by or work at the Practice. It should also emphasise the need for secure procedures for using a card.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Social Media Policy 			IT Management 				Essential 
[bookmark: _Int_zU2UNBiB][bookmark: _Int_kVIAXwNP]The Social Media Policy sets out the approach the Practice takes towards the use of social media by the Practice and its employees. It should cover communications that might be adverse to the Practice, it’s staff and patients. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Spirometry 				Clinical Management				Essential 
The Spirometry Policy document should set out the arrangements for use of spirometry and spirometry equipment in the Practice, by whom and what level of training is required as a standard. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Staff Personal Development 		Personnel Management			Desirable 
The Staff Personal Development Policy sets out the arrangements to assess and meet the training needs of all staff employed by the Practice. It should set the parameters for the time set aside and funding allocated to each individual member of the Practice team. It might describe what relevant training and studies will be supported. It may indicate whether funding awarded may be withdrawn or recovered if staff do not remain in the employment of the Practice for a specified time period after training has been completed or a qualification achieved.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Staff Immunisations 			Personnel Management			Desirable 
The Staff Immunisation Policy sets out a list of essential and desirable immunisations that employees should be able to provide evidence of administration.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Staff Induction Handbook 		Personnel Management			Desirable 
Ideally, the Practice should provide all new employees with a Staff Induction Handbook, which introduces new employees to the working environment, the staffing structure and the chain of command. It should cover fire and evacuation procedures, raising the alarm, entry and exit arrangements, use of new technology, including smart cards and email systems.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Staff Occupational Health 	 	Personnel Management			Desirable 
The Staff Occupational Health Policy should describe the arrangements for and circumstances in which an employee might be referred for a medical examination and report by an independent occupational health professional. It should explain the arrangements for seeking the employees consent and provide the employee with a copy of the medical report.






POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Staff Pay Review	 		Personnel Management			Desirable 
The Staff Pay Review Policy should set out a process for considering and approving on an annual basis any improvements or cost of living increases to staff pay. It should recommend sources of pay review information, such as NHS pay settlements, the consumer price index and national inflation rates, upon which to base any improvements to staff pay. The Practice should be clear about adopting the National Living Wage, what approach it takes to the Real Living Wage and any recommendations made by the Doctors and Dentists Pay Review Body. The Policy may also cover whether the Practice will consider any changes or improvements to Annual Leave, and Employers Sick Pay. The Practice might also look at whether it adopts a fixed salary system, or an incremental system based on grades.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Staffing Levels 	 			Personnel Management			Mandatory 
The Staffing Levels Policy should set out the ‘core’ staffing requirements for the Practice each working day for each surgery premises. It should cover the number of staff and working hours required, along with the posts held. For instance, the presence of an agreed level of reception staff, medical secretaries and nurses may be required at all times the surgery premises are open. It may determine the occasions when after a risk assessment lone working is permitted.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Standard Operating Procedures		Practice Management 			Essential 
Arising out of the Covid Pandemic Practices are now expected to adopt a set of Standing Operating Procedures (SOP), which broadly sets out how the Practice will provide the level and standard of clinical services expected of it under its contract with the National Health Service.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Standing Financial Instructions			Practice Management			ESSENTIAL 
The Standing Financial Instructions document should set out the parameters that affect the financial management of the Practice starting with the Banking arrangements, online access and authorised signatories. It should set spending limits without Partnership authorisation and describe the accounting, payroll, and petty cash services. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Stress at Work 				Personnel Management			Desirable 
The Stress at Work Policy should demonstrate the awareness of the Practice as an employer of the need to support those working at the surgery and within the Practice of the work and life stresses that might affect individuals. The Practice should have in place a mechanism to refer staff to an appropriate health professional.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Stock Control				Practice Management				Desirable 
The Stock Control Policy is probably more appropriate to a Dispensing Practice where good management of stocks of drugs and medicines is vital to ensure value for money and to avoid the risk of excess stocks going out of date. Good Stock control of vaccines and immunisations is also important in a Prescribing Practice as is the habit of recording the use of the stock to ensure prescribing claims are submitted accurately. It is also important to make claims for wasted vials.





POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Study Leave 				Personnel Management			Essential 
The Study Leave Policy forms a raft of personnel policies that may form part of a personnel handbook or manual. The policy should illustrate what arrangements can be made for relevant studies, what period of leave will be approved for ‘relevant’ training and what level of funding will be permitted. If the course is not completed will the employee be expected to repay any part or all of the funding. The Policy may define more clearly what type of training is considered to be relevant to the post held.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Succession Planning			Practice Management 				Desirable 
The Succession Planning Policy may form part of a long term Business Plan and set out what plans for succession or replacement the Practice may have should the Senior Partner or any partner resign or retire. It may also open a discussion about joining forces or merging with other local Practices to form a Federation or join an Alliance with other Practices that are not necessarily local to share common management facilities or functions, such as financial and personnel management.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Summarising Medical Records 		Clinical Management				Essential 
The Summarising Policy should set out the procedures that need to be adopted when processing the receipt of new patient records that require the completion of a summary health record. The procedure should allow for good and consistent data quality standards, particularly where it is evident that a patient’s computer held record might be sparse in its content. Particular attention should be paid to vaccination records, current prescribing and to the recording of allergies.  The procedure should allow for the coding of any summary undertaken. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Test Results				Clinical Management 				Desirable 
The Test Results Policy deals with the processes and procedures involved in taking samples, sending them for testing and then processing the results in an organised and timely manner, taking into account the availability of the originator, and in their absence to process the result within a reasonable time. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
TOIL – Time Off in Lieu			Personnel Management			Desirable 
The TOIL Policy should outline the arrangements for substituting any payments made for additional hours or overtime worked by time off instead. The Policy should set out the rules and limitations of taking time off for additional time worked. 

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Training Needs Assessment 		Personnel Management			Desirable 
The Training Needs Assessment Policy applies to all employees and self-employed personnel who work within the Practice. There should be an assessment that shows any shortfalls in both mandatory and non-mandatory training that might be appropriate and relevant to each person. This should include both clinical and non-clinical staff. Life Saving skills and Safeguarding training should be prominent in the assessment. Likewise, there should be an assessment of computer and keyboard skills. 





POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Urgent and Walk-in Appointments 	Practice Management 				Desirable 
The Appointments Policy should describe clearly the criteria for allocating urgent and walk-in appointments. It should clarify the procedures for seeking an appointment online, by telephone and in person making clear any timescales that might be applied to requests whether urgent, routine, or regular.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Veterans (Treatment and Care of) 	Clinical Management 				Desirable 
The Veterans Policy should cover the recording and recognition of veterans in the clinical records and set out any positive arrangements for monitoring and providing their treatment and care.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Whistleblowing 			Personnel Management			Essential 
The Whistleblowing Policy should set out a feasible procedure for whistleblowing an incident or incidents that are illegal and against the interests of the individual and or the organisation. It may require the set-up of an independent system of investigation and report.

POLICY 	TITLE 				MANAGEMENT	DOMAIN    			STATUS
Zero Tolerance (Violence & Aggression) 	Practice Management			Essential 
The Zero Tolerance Policy should set out the approach the Practice takes towards those persons who demonstrate aggression, whether it be verbal or physical aggression towards members of the Practice Team. It should define the steps to be taken when an incident of violence and aggression takes place which includes notifying the Police and taking action to remove a patient from the Practice List. It should be clear that the Practice will not tolerate any form of abusive behaviour whether it is caused by a Person’s health and state of mind or not.

























APPENDIX A - CONTENTS BY STATUS 

POLICY 	TITLE				MANDATORY DOMAIN    	STATUS 	PAGE

Chaperone 		 		Clinical Management		Mandatory	10
Complaints Handling Procedure 		Practice Management		Mandatory	12
Confidentiality & Caldicott Guardian	Personnel Management		Mandatory	12
Conflict Resolution 	 		Practice Management 		Mandatory 	13
Control of Substances Hazardous …. 	Health & Safety Management 	Mandatory	13
Disciplinary Procedure			Personnel Management		Mandatory 	15
Duty of Candour 			Practice Management		Mandatory 	16
Equality and Diversity 			Personnel Management		Mandatory	17
Fire Safety				Estate Management		Mandatory 	17
Grievance Procedure 			Personnel Management		Mandatory 	19
Health and Safety (at Work) 		Health & Safety Management	Mandatory 	19
HIV (Staff)	 			Personnel Management		Mandatory 	19
Infection (Prevention) Control 		Clinical Management		Mandatory 	20
Information Governance		Practice Management		Mandatory 	20
Life Saving Skills				Clinical Management 		Mandatory	21 
Mental Capacity Act			Clinical Management		Mandatory 	22
Notification of Deaths (in Practice)	Practice Management 		Mandatory 	23
Practice Information Leaflet 		Practice Management		Mandatory 	26
Preventing Radicalisation 		Practice Management 		Mandatory 	27
Recruitment Policy and Procedure 	Personnel Management		Mandatory 	28
Safeguarding (Adults and Children)	Practice Management 		Mandatory	29
Sepsis 					Clinical Management		Mandatory 	29	
Significant Events Analysis		Practice Management		Mandatory 	29
Staffing Levels 	 			Personnel Management		Mandatory 	31























POLICY 	TITLE				ESSENTIAL DOMAIN    		STATUS 	PAGE

Access to Online Services 		Practice Management		Essential 	8
Accident Reporting 	 		Health & Safety Management	Essential 	8
Adverse Weather Conditions 	 	Personnel Management		Essential 	8
Anaphylaxis 				Clinical Management		Essential 	8
Appraisal (Staff) 			Personnel Management		Essential 	9
Building Hazards & Safety Inspection	Health & Safety Management	Essential 	9
Bullying and Harassment 		Personnel Management		Essential 	9
Business Continuity Plan 		Practice Management		Essential 	10
Business Plan (Long Term) 		Practice Management		Essential 	10
Central Alerting System 			Practice Management		Essential 	10
Cervical Cancer Screening		Clinical Management 		Essential	10
Cleaning Standards & Schedule 		Estate Management		Essential 	11
Clinical Supervision 			Clinical Management 		Essential	11
Cold Chain (Refrigeration)	 	Clinical Management		Essential 	12
Consent (to Treatment) 			Clinical Management		Essential 	13
Controlled Drugs 	 		Clinical Management		Essential 	13
Disclosure and Barring Service (DBS)	Personnel Management 	Essential	15
Emergency Drugs Monitoring	 	Clinical Management		Essential 	16
Emergency Incident Reporting		Practice Management		Essential 	16
Female Genital Mutilation (FGM) 	Clinical Management		Essential 	17
First Aid Provision and Facilities		Health & Safety Management	Essential 	17
Freedom of Information Act 		Practice Management		Essential 	18
Hazard Data Sheets 			Health & Safety	 Management 	Essential	19
Health Promotion & Lifestyle 		Clinical Management		Essential 	19
Input of Clinical Data Protocol 		Clinical Management		Essential	20
Job Application Form (Model) 		Personnel Management		Essential 	21
Job Descriptions 			Personnel Management 	Essential 	21
Learning Disabilities 			Clinical Management 		Essential 	21
Legionella				Practice Management 		Essential 	21
Locum (Employment of) Handbook	Personnel Management 	Essential 	21
Palliative and End of Life Care 		Clinical Management		Essential 	23
Pandemic Management Policy 		Practice Management 		Essential 	24
Patient Group Directions 		Clinical Management		Essential 	24
Patient Participation Group 	 	Practice Management		Essential	24
Personnel Specifications 		Personnel Management 	Essential 	25
Portable Appliance Testing (PAT) 	Health & Safety Management	Essential 	25
Practice (Surgery) Website 		Practice Management 		Essential 	27
(Repeat) Prescribing		 	Clinical Management		Essential 	27
Quality Assurance Policy	 	Clinical Management		Essential 	28
Recording of Drug Allergies	 	Clinical Management		Essential 	28
(NHS) Referral Policy 			Clinical Management 		Essential 	28
Safety Alerts				Practice Management 		Essential 	29
Sickness Absence 		 	Personnel Management		Essential	29
Smart-card (NHS)			IT Management 		Essential 	30
Social Media Policy 			IT Management 		Essential 	30
Spirometry 				Clinical Management		Essential 	30
Standard Operating Procedures		Practice Management 		Essential 	31
Standing Financial Instructions		Practice Management		Essential 	31
Study Leave 				Personnel Management		Essential 	32
POLICY 	TITLE				ESSENTIAL DOMAIN (2)    	STATUS 	PAGE

Summarising Medical Records 		Clinical Management		Essential 	32
Whistleblowing 			Personnel Management		Essential 	33
Zero Tolerance (Violence & Aggression) 	Practice Management		Essential 	33














































POLICY 	TITLE				DESIRABLE DOMAIN (1)    	STATUS 	PAGE

Abortion 				Clinical Management		Desirable 	8
Access to Medical Records 		Practice Management		Desirable 	8
Annual Leave				Personnel Management		Desirable 	9
Assistance Dogs 			Practice Management		Desirable	9
Audio Visual Recording & Photography 	Practice Management		Desirable	9
CCTV Monitoring 			IT Management			Desirable 	10
Child Vaccinations & Immunisation 	Clinical Management		Desirable 	11
Clinical Audit 	 			Clinical Management		Desirable 	11
Clinical Disengagement   		Clinical Management		Desirable	11
Clinical Governance 	 		Clinical Management		Desirable	11
Clinical Waste Management 	 	Practice Management		Desirable	11
Clinicians Induction Handbook 		Personnel Management		Desirable 	12
Communications 			Practice Management		Desirable 	12
Confidential Waste	 		Practice Management		Desirable 	12
Conflict of Interest	 		Practice Management		Desirable 	13
Contract of Employment (Model) 	Personnel Management		Desirable 	13
Construction, Design & Project 		Estate Management 		Desirable 	13
Correspondence Management 		Practice Management		Desirable 	14
Cryotherapy (and Liquid Nitrogen)	Clinical Management		Desirable	14
Data Quality				IT Management			Desirable 	14
Death of Patient Administration 	Clinical Management		Desirable	14
Dementia				Clinical Management 		Desirable	14
Dignity of Patient 	 		Clinical Management		Desirable	15
Disability Reasonable Adjustments 	Personnel Management		Desirable 	15
Dispensary Delivery Protocol 		Practice Management		Desirable	15
Dispensary Management Manual	Practice Management		Desirable 	15
Display Screen Equipment 	 	IT Management			Desirable 	15
Dynamic Lock Down Procedure 		Estate Management		Desirable 	16
E-Consultations				Practice Management 		Desirable 	16
Employee Handbook			Personnel Management		Desirable	16
Employee References 			Personnel Management		Desirable 	16
Expenses, Travel and Subsistence	Personnel Management		Desirable 	17
Extended Hours Policy 			Practice Management		Desirable 	17
Fail Safe – Safety Netting		Clinical Management 		Desirable 	17
Flexible Working Requests		Personnel Management 	Desirable 	18
Flexible Time Working			Personnel Management 	Desirable 	18
Friends and Family Test (FFT) 	 	Practice Management		Desirable 	18
Freedom to Speak Up			Personnel Management		Desirable	18
General Data Protection Regulations 	Practice Management		Desirable 	18
Gifts and Hospitality 	 		Personnel Management		Desirable	18
GP2GP Records Transfer 		Practice Management		Desirable 	19
Health Checks 				Clinical Management		Desirable	19
Home Visits				Clinical Management		Desirable 	20
Home Working 			 	Personnel Management		Desirable 	20
Identification of Carers 			Practice Management		Desirable 	20
Intranet & Social-Media, Use of 		IT Management			Desirable	20
Locum Employment			Personnel Management		Desirable 	21


POLICY 	TITLE				DESIRABLE DOMAIN (2)    	STATUS 	PAGE

Lone Working				Personnel Management		Desirable	22
Management of Controlled Drugs	Clinical Management 		Desirable 	22
Maternity Leave and Pay	 	Personnel Management		Desirable 	22
Medical Emergencies 			Clinical Management		Desirable 	22
Medical Equipment 			Practice Management		Desirable 	22
Medicines Management	 	Clinical Management		Desirable 	22
New and Expectant Mothers 		Clinical Management		Desirable 	23
New Patient Registration		Practice Management		Desirable 	23
Nurse Revalidation & Appraisal 		Personnel Management		Desirable 	23
Occupational Health			Personnel Management 	Desirable 	23
Out of Hours Services 			Practice Management		Desirable 	23
Pandemic Staffing (Levels)	 	Personnel Management		Desirable 	24
Patient List Management 		Practice Management 		Desirable	24
Patient Surveys				Practice Management 		Desirable 	24
Personal Belongings at Work 		Personnel Management		Desirable 	24
Personnel Manual			Personnel Management 	Desirable 	25
Phlebotomy 	 			Clinical Management		Desirable 	25
Portable Devices 		 	Health & Safety Management	Desirable 	25
Practice Security & Risk Assessment 	Practice Management		Desirable 	25
Practice Manager Handover Manual	Practice Management		Desirable 	26
Practice Managers Manual		Practice Management		Desirable 	27
Practice Telephone Policy 		Practice Management		Desirable 	27
Receptionists Training Handbook 	Practice Management		Desirable 	28
Removal Expenses			Personnel Management 	Desirable	28
Retirement Policy 			Personnel Management		Desirable 	28
Risks Assessment (Reports)		Practice Management 		Desirable 	29
Safe Water Policy			Estate Management		Desirable 	29
Staff Personal Development 		Personnel Management		Desirable 	30
Staff Immunisations 			Personnel Management		Desirable 	30
Staff Induction Handbook 		Personnel Management		Desirable 	30
Staff Occupational Health 	 	Personnel Management		Desirable 	30
Staff Pay Review	 		Personnel Management		Desirable 	31
Stress at Work 				Personnel Management		Desirable 	31
Stock Control				Practice Management		Desirable 	31
Succession Planning			Practice Management 		Desirable 	32
Test Results				Clinical Management 		Desirable 	32
TOIL – Time Off in Lieu			Personnel Management		Desirable 	32
Training Needs Assessment 		Personnel Management		Desirable 	32
Urgent and Walk-in Appointments 	Practice Management 		Desirable 	33
Veterans (Treatment and Care of) 	Clinical Management 		Desirable 	33









APPENDIX B - CONTENTS BY MANAGEMENT DOMAIN

POLICY 	TITLE				MANAGEMENT	DOMAIN    	STATUS 	PAGE

CLINICAL MANAGEMENT 

Abortion 				Clinical Management		Desirable 	8
Anaphylaxis 				Clinical Management		Essential 	8
Cervical Cancer Screening		Clinical Management 		Essential	10
Chaperone 		 		Clinical Management		Mandatory	10
Child Vaccinations & Immunisation 	Clinical Management		Desirable 	11
Clinical Audit 	 			Clinical Management		Desirable 	11
Clinical Disengagement   		Clinical Management		Desirable	11
Clinical Governance 	 		Clinical Management		Desirable	11
Clinical Supervision 			Clinical Management 		Essential	11
Cold Chain (Refrigeration)	 	Clinical Management		Essential 	12
Consent (to Treatment) 			Clinical Management		Essential 	13
Controlled Drugs 	 		Clinical Management		Essential 	13
Cryotherapy (and Liquid Nitrogen)	Clinical Management		Desirable	14
Death of Patient Administration 	Clinical Management		Desirable	14
Dementia				Clinical Management 		Desirable	14
Dignity of Patient 	 		Clinical Management		Desirable	15
Emergency Drugs Monitoring	 	Clinical Management		Essential 	16
Fail Safe – Safety Netting		Clinical Management 		Desirable 	17
Female Genital Mutilation (FGM) 	Clinical Management		Essential 	17
Health Checks 				Clinical Management		Desirable	19
Health Promotion & Lifestyle 		Clinical Management		Essential 	19
Home Visits				Clinical Management		Desirable 	20
Infection (Prevention) Control 		Clinical Management		Mandatory 	20
Input of Clinical Data Protocol 		Clinical Management		Essential	20
Learning Disabilities 			Clinical Management 		Essential 	21
Life Saving Skills				Clinical Management 		Mandatory	21 
Management of Controlled Drugs	Clinical Management 		Desirable 	22
Medical Emergencies 			Clinical Management		Desirable 	22
Medicines Management	 	Clinical Management		Desirable 	22
Mental Capacity Act			Clinical Management		Mandatory 	22
New and Expectant Mothers 		Clinical Management		Desirable 	23
Palliative and End of Life Care 		Clinical Management		Essential 	23
Patient Group Directions 		Clinical Management		Essential 	24
Phlebotomy 	 			Clinical Management		Desirable 	25	
(Repeat) Prescribing		 	Clinical Management		Essential 	27
Quality Assurance Policy	 	Clinical Management		Essential 	28
Recording of Drug Allergies	 	Clinical Management		Essential 	28
(NHS) Referral Policy 			Clinical Management 		Essential 	28
Sepsis 					Clinical Management		Mandatory 	29
Spirometry 				Clinical Management		Essential 	30
Summarising Medical Records 		Clinical Management		Essential 	32
Test Results				Clinical Management 		Desirable 	32
Veterans (Treatment and Care of) 	Clinical Management 		Desirable 	33


PRACTICE MANAGEMENT 

Access to Medical Records 		Practice Management		Desirable 	8
Access to Online Services 		Practice Management		Essential 	8
Assistance Dogs 			Practice Management		Desirable	9
Audio Visual Recording & Photography 	Practice Management		Desirable	9
Business Continuity Plan 		Practice Management		Essential 	10
Business Plan (Long Term) 		Practice Management		Essential 	10
Central Alerting System 			Practice Management		Essential 	10
Clinical Waste Management 	 	Practice Management		Desirable	11
Communications 			Practice Management		Desirable 	12
Complaints Handling Procedure 		Practice Management		Mandatory	12
Confidential Waste	 		Practice Management		Desirable 	12
Conflict of Interest	 		Practice Management		Desirable 	13
Conflict Resolution 	 		Practice Management 		Mandatory 	13
Correspondence Management 		Practice Management		Desirable 	14
Dispensary Delivery Protocol 		Practice Management		Desirable	15
Dispensary Management Manual	Practice Management		Desirable 	15
Duty of Candour 			Practice Management		Mandatory 	16
E-Consultations				Practice Management 		Desirable 	16
Emergency Incident Reporting		Practice Management		Essential 	16
Extended Hours Policy 			Practice Management		Desirable 	17
Friends and Family Test (FFT) 	 	Practice Management		Desirable 	18
Freedom of Information Act 		Practice Management		Essential 	18
General Data Protection Regulations 	Practice Management		Desirable 	18
GP2GP Records Transfer 		Practice Management		Desirable 	19
Identification of Carers 			Practice Management		Desirable 	20
Information Governance		Practice Management		Mandatory 	20
Legionella				Practice Management 		Essential 	21
Medical Equipment 			Practice Management		Desirable 	22
New Patient Registration		Practice Management		Desirable 	23
Notification of Deaths (in Practice)	Practice Management 		Mandatory 	23
Out of Hours Services 			Practice Management		Desirable 	23
Pandemic Management Policy 		Practice Management 		Essential 	24
Patient List Management 		Practice Management 		Desirable	24
Patient Participation Group 	 	Practice Management		Essential	24
Patient Surveys				Practice Management 		Desirable 	24
Practice Security & Risk Assessment 	Practice Management		Desirable 	25
Practice Information Leaflet 		Practice Management		Mandatory 	26
Practice Manager Handover Manual	Practice Management		Desirable 	26
Practice Managers Manual		Practice Management		Desirable 	27
Practice Telephone Policy 		Practice Management		Desirable 	27
Practice (Surgery) Website 		Practice Management 		Essential 	27
Preventing Radicalisation 		Practice Management 		Mandatory 	27
Receptionists Training Handbook 	Practice Management		Desirable 	28
Risks Assessment (Reports)		Practice Management 		Desirable 	29
Safeguarding (Adults and Children)	Practice Management 		Mandatory	29
Safety Alerts				Practice Management 		Essential 	29
Significant Events Analysis		Practice Management		Mandatory 	29
Standard Operating Procedures		Practice Management 		Essential 	31
Standing Financial Instructions		Practice Management		Essential 	31
Stock Control				Practice Management		Desirable 	31
Succession Planning			Practice Management 		Desirable 	32
Urgent and Walk-in Appointments 	Practice Management 		Desirable 	33
Zero Tolerance (Violence & Aggression) 	Practice Management		Essential 	33

HEALTH AND SAFETY MANAGEMENT 

Accident Reporting 	 		Health & Safety Management	Essential 	8
Building Hazards & Safety Inspection	Health & Safety Management	Essential 	9
Control of Substances Hazardous …. 	Health & Safety Management 	Mandatory	13
First Aid Provision and Facilities		Health & Safety Management	Essential 	17
Hazard Data Sheets 			Health & Safety	Management 	Essential	19
Health and Safety (at Work) 		Health & Safety Management	Mandatory 	19
Portable Appliance Testing (PAT) 	Health & Safety Management	Essential 	25
Portable Devices 		 	Health & Safety Management	Desirable 	25

PERSONNEL MANAGEMENT 

Adverse Weather Conditions 	 	Personnel Management		Essential 	8
Annual Leave				Personnel Management		Desirable 	9
Appraisal (Staff) 			Personnel Management		Essential 	9
Bullying and Harassment 		Personnel Management		Essential 	9
Clinicians Induction Handbook 		Personnel Management		Desirable 	12
Confidentiality & Caldicott Guardian	Personnel Management		Mandatory	12
Contract of Employment (Model) 	Personnel Management		Desirable 	13
Disclosure and Barring Service (DBS)	Personnel Management 	Essential	15
Disability Reasonable Adjustments 	Personnel Management		Desirable 	15
Disciplinary Procedure			Personnel Management		Mandatory 	15
Employee Handbook			Personnel Management		Desirable	16
Employee References 			Personnel Management		Desirable 	16
Equality and Diversity 			Personnel Management		Mandatory	17
Expenses, Travel and Subsistence	Personnel Management		Desirable 	17
Flexible Working Requests		Personnel Management 	Desirable 	18
Flexible Time Working			Personnel Management 	Desirable 	18
Freedom to Speak Up			Personnel Management		Desirable	18
Gifts and Hospitality 	 		Personnel Management		Desirable	18
Grievance Procedure 			Personnel Management		Mandatory 	19
HIV (Staff)	 			Personnel Management		Mandatory 	19
Home Working 			 	Personnel Management		Desirable 	20
Job Application Form (Model) 		Personnel Management		Essential 	21
Job Descriptions 			Personnel Management 	Essential 	21
Locum Employment			Personnel Management		Desirable 	21
Locum (Employment of) Handbook	Personnel Management 	Essential 	21
Lone Working				Personnel Management		Desirable	22
Maternity Leave and Pay	 	Personnel Management		Desirable 	22
Nurse Revalidation & Appraisal 		Personnel Management		Desirable 	23
Occupational Health			Personnel Management 	Desirable 	23
Pandemic Staffing (Levels)	 	Personnel Management		Desirable 	24
Personal Belongings at Work 		Personnel Management		Desirable 	24
Personnel Manual			Personnel Management 	Desirable 	25
Personnel Specifications 		Personnel Management 	Essential 	25
Recruitment Policy and Procedure 	Personnel Management		Mandatory 	28
Removal Expenses			Personnel Management 	Desirable	28
Retirement Policy 			Personnel Management		Desirable 	28
Sickness Absence 		 	Personnel Management		Essential	29
Staff Personal Development 		Personnel Management		Desirable 	30
Staff Immunisations 			Personnel Management		Desirable 	30
Staff Induction Handbook 		Personnel Management		Desirable 	30
Staff Occupational Health 	 	Personnel Management		Desirable 	30
Staff Pay Review	 		Personnel Management		Desirable 	31
Staffing Levels 	 			Personnel Management		Mandatory 	31
Stress at Work 				Personnel Management		Desirable 	31
Study Leave 				Personnel Management		Essential 	32
Stress at Work 				Personnel Management		Desirable 	31
Study Leave 				Personnel Management		Essential 	32
TOIL – Time Off in Lieu			Personnel Management		Desirable 	32
Training Needs Assessment 		Personnel Management		Desirable 	32
Whistleblowing 			Personnel Management		Essential 	33

INFORMATION TECHNOLOGY MANAGEMENT 

CCTV Monitoring 			IT Management			Desirable 	10
Data Quality				IT Management			Desirable 	14
Display Screen Equipment 	 	IT Management			Desirable 	15
Intranet & Social-Media, Use of 		IT Management			Desirable	20
Smart-card (NHS)			IT Management 		Essential 	30
Social Media Policy 			IT Management 		Essential 	30

ESTATE MANAGEMENT 

Cleaning Standards & Schedule 		Estate Management		Essential 	11
Construction, Design & Project 		Estate Management 		Desirable 	13
Dynamic Lock Down Procedure 		Estate Management		Desirable 	16
Fire Safety				Estate Management		Mandatory 	17
Safe Water Policy			Estate Management		Desirable 	29






	












Published by Robert Campbell – kingfisherpm@hotmail.com - gpsurgerymanager.co.uk




1

