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Reverse Index 3rd Edition RACGP Standards and Protocols in DCGPA Policy and Procedure manual

	RACGP 3rd Edition Standard


	Location of written protocols in Policy and Procedure  Manual

	Section One
	Practice Services

	Standard 1.1 Access to Care

	1.1.1  Scheduling Care in Opening Hours
	5.2,  5.6, 5.4 (8.1.4Patient Feedback)

	1.1.2  Telephone & Electronic advice
	7.2, 5.4, 5.4.1 (8.1.4Patient Feedback)

	1.1.3  Home & Other visits
	5.3  (8.1.4Patient Feedback)

	1.1.4  Care Outside Normal opening hours
	5.7, 7.2, 5.4 (8.1.4Patient Feedback)

	Standard 1.2 Information about the practice

	1.2.1  Practice information 
	5.13.1, 5.4.1. 5.4

	1.2.2  Informed Patient Decisions
	7.3 (8.1.4Patient Feedback)

	1.2.3  Interpreter services
	5.11, 5.12, 5.13

	1.2.4  Costs within our practice
	7.3, 5.13.1 (8.1.4Patient Feedback)

	1.2.5  Costs for referred services
	7.4 (8.1.4Patient Feedback)

	Standard 1.3 Health Promotion & Prevention of Disease

	1.3.1  Health Promotion and Preventative care
	7.6, 5.13, 3.2.3 (8.1.4Patient Feedback)

	Standard 1.4 Diagnosis & Management of Specific Health Problems

	1.4.1  Evidence Based Practice
	7.12.6, 7.2

	1.4.2  Clinical Autonomy for General Practitioners
	7.1, 5.2

	Standard 1.5 Continuity of care

	1.5.1  Continuity of Comprehensive care
	8.16

	1.5.2  Continuity of the Therapeutic relationship.
	7.2, 8.1.6 (8.1.4Patient Feedback)

	1.5.3 Consistent Approach
	8.1.6, 5.8

	1.5.4 System for follow up of tests and results
	7.2, 7.5, 7.5.1, 7.4

	Standard 1.6 Coordination of Care

	1.6.1  Engaging with other services
	7.4, 5.12, 7.2

	1.6.2  Referral Documents
	7.4

	Standard 1.7 Content of Patient Health Records

	1.7.1  Patient Health records
	7.2

	1.7.2  Health summaries
	7.2

	1.7.3 Consultation notes
	7.2, 7.5, 5.4

	Section Two
	Rights and Needs of Patients

	Standard 2.1 Collaborating with Patients 

	2.1.1  Respectful & Culturally appropriate care
	5.9, 7.10, 7.11, 5.6, 3.2.3, 5.11, (8.1.4Patient Feedback)

	2.1.2  Patient feedback
	8.1.4, 5.10, 8.1.3 (8.1.4Patient Feedback)

	2.1.3  Presence of a third party
	7.8 (8.1.4Patient Feedback)


	RACGP 3rd Edition Standard


	Location of written protocols in Policy and Procedure  Manual

	Section Three
	Safety Quality Improvement & Education

	Standard 3.1 Safety and Quality

	3.1.1  Quality Improvement activities
	8.1.3, 8.1.1

	3.1.2  Clinical Risk Management system 
	3.1.2, 5.8, 8.1, 8.1.5

	Standard 3.2 Education & Training

	3.2.1 General Practitioner Qualifications
	8.1.2, 2.3

	3.2.2 Clinical Staff qualifications
	2.3, 8.1.2

	3.2.3 Training of Staff who have non clinical roles
	8.1.2, 2.3

	Section Four
	Practice Management

	Standard 4.1 Practice Systems

	4.1.1  Human Resource System
	2.1, 2.2, 2.3, 2.4, 2.6, 2.7, 2.8, 2.9, 2.10, 3.2.3,  5.8, 5.10, 5.16, 8.1

	4.1.2  Occupational Health and Safety
	2.10, 3.1, 3.1,1→ 3.1.6, 3.2, 3.2.1, 3.2.3, 3.2.6, 3.3, 3.4, 8.1

	Standard 4.2 Management of Health Information

	4.2.1  Confidentiality &  privacy of Health Information
	3.2.6, 6.1, 6.2→ 6.2.14,  6.3→ 6..4.5, 6.4.8, 7.2, 7.9

	4.2.2  Information security
	2.5, 3.2.6, 3.3, 5.1.6, 5.4.1, 6.4, 6.4.1, 6.4.6, 7.2, 7.5

	4.2.3  Transfer of Patient health Information
	5.4.1, 5.1.6, 6.2.10→6.1.13, 6.4.4, 6.4.8, 7.4, 7.9

	4.2.4  Retention and Destruction of Patient Health information
	6.4.7

	Section Five
	Physical Factors

	Standard 5.1 Facilities and Access

	5.1.1 Practice Facilities
	3.1.5, 3.2, 3.2.1 3→.2.6, 3.3, 5.1.4 (8.1.4 Patient Feedback)

	5.1.2  Physical Conditions conductive to confidentiality & privacy
	3.2, 3.2.1, 3.2.3, 3.2.5, (8.1.4Patient Feedback)

	5.1.3 Physical Access
	5.1

	Standard 5.2 Equipment for Comprehensive care

	5.2.1 Practice Equipment
	7.12, 7.12.1

	5.2.2 Doctors Bag
	3.2.6, 7.12.2

	Standard 5.3 Clinical Support Processes

	5.3.1 Schedule 8 Medications
	3.2.6, 7.12.2, 7.12.5

	5.3.2 Vaccine Potency
	7.12.3

	5.3.3 Perishable Materials
	7.12.2, 7.12.3, 7.12.7

	5.3.4 Infection control
	2.3, 2.4, 3.1.3, 3.1.4,  3.2.2, 3.2.3, 3.2.4, 4.1, 4.2, 4.3, 4.4, 4.5, 4.6, 4.7, 4.8, 4.8.1, 4.8.2, 4.9, 4.10,   4.11, 4.11.1, 4.11.2, 4.12, 4.13,  5.15, 7.7


The RACGP 3rd Edition RACGP Standards can be viewed in full on the RACGP web site via the following link:  http://www.racgp.org.au/standards  
PLEASE NOTE: 

Due to the large size of the manual you may choose to use smaller separate folders. 

For Example

· Section 2, “Human Resource Management” 

· Section 3 “Workplace Health and Safety”

· Section 4 “Infection Control”

· Section 5 “Practice Administration”

· Section 6 “Privacy & Medical Records"

· Section 7&8 "Clinical Management & Continuous Improvement and Education"

If you do this please ensure:

· The various folders, manuals and guides are available for staff to easily access the relevant sections when required.

· Section 1 must be  included in the front of each folder, and contains the entire table of contents, DCGPA acknowledgement and disclaimer and other general practice information.

Other supportive resources available in the manual or for download from the DDDGP web site include:
· Generic non-medical emergency manual 

· Triage support guide (can also be purchased from DDDGP $50+GST)

· Patient Feedback  surveys, easy to read English & 10 other languages 

· Practice Safety and Security kit for General Practice

· DCGPA Generic IT Policy and Procedure manual

· Forms Templates & Checklists:

· Recruitment Procedure
· Job Descriptions

· Selection Criteria

· Employment application form

· Reference Check form

· Job Package Including  Employee Handbook
· Instructions and Checklist

· Offer of Employment

· Employment Forms

· Employee Handbook

· Notification of Unsuccessful Applicant letter
· Employee records form
· Induction checklist

· Performance appraisal

· How to give and receive feedback at appraisals

· Disciplinary Process record

· Notice of Termination and termination checklist

· Staff grievance record

· Application for leave

· Abandonment of employment notices

· List of suggested Occupational Health and Safety Resources
· Adverse Outcome report form

· Blood or body fluid exposure wall chart

· Staff Immunisation record form

· General practice health, safety & Security Assessment checklist
· Fact Sheets

-Security of Practice

-Aggressive People

-Patient Alert Systems- file flagging & Patient Alert Template

-Personal safety

-Robbery & Drug related Incidents and Description form

· Contents of a spills kit list

· Sterilisation log 

· Steriliser Maintenance log

· Validation checklist

· Guidelines for using Biological Indicators in General practice

· Off site sterilization guidelines

· Personal Protective Equipment (PPE)  Checklist

· Patient Health summary data collection form

· Consent for Medical Treatment/procedure/examination

· Sample patient recall letter

· Sample patient reminder letter

· Practice Equipment Maintenance register

· Vaccine Fridge temperature record chart

· Procedure for recording fridge temperature wall chart.

· The Golden rules of cold chain

· The rules Golden of immunization

· Management of Anaphylaxis wall chart

· Practice policy on Prescription Medication information sheet.

Personalising Hints

· This manual is a generic template, designed for practices in Victoria, Australia, and must be personalized to be relevant to your individual practice situation and state/country. 
· Additional procedures are included in this manual that are not directly required for meeting the flagged RACGP standards for General Practice. These are included because the authors believe practices should be aiming to exceed the minimum standards.  

· Please delete or amend the procedures as required. However, deleting some parts may jeopardise your opportunity to obtain reduced insurance subsidies, accreditation or maintain compliance with legal obligations and standards
· It is recommended to refer to the RACGP 3rd Edition Standards when amending or deleting policies and procedures and to list the RACGP reference at the end, to ensure ongoing compliance with these minimum standards.
· It is recommended to replace your manual with this most recent version, personalize this for your situation and continue to update annually.

· The annual review of this manual, by DCGPA will take place each February. New updates will be put up on the DCGPA web page www.dddgp.com.au 

· The changes made in this 2008 update and review have been highlighted in pink to assist practices to identify the most recent changes.
· To help make it quicker to re-personalize updates each year, keep a record of the changes made to personalise the manual, (or make them in a different colour font). Each year when you download the new update from the DCGPA web site, compare it to your existing manual and your 'changes list'. 
· While we have nominated Practice Managers or Nurses as specific staff for many procedures, we understand that your practice may either not have these designations or may elect to have other doctors or staff carrying out various tasks.
Throughout the manual a number of strategies have been used to help you complete unknown details and personalise the protocols.

DCGPA may provide hints at the bottom of a section in bold italics for your use when preparing your tailored manual.  These hints are not part of the manual and it is optional, but generally recommended  to delete them after use. 

( Hint

This manual is a great accreditation tool designed to assist your practice with meeting the RACGP 3rd Edition Standards for General practice.
(Select Option X) 

As this is a generic manual the best practice or current practice guidelines have been used where possible to determine the procedures listed. However, in some cases the equipment available can determine the way something is achieved. This is particularly evident in Section 4. 

The option choices (usually written in italic font) will guide you to select the correct procedure for your situation. It is important to delete the other options according to the instructions, as they will not be applicable to your practice.
(*Insert Name)

Sometimes the specific name of a person or the supplier of a service needs to be added. Delete this symbol after adding the name or details required.

Assembly 

· To make it easier to remove out of date protocols and insert new updated protocols in the future, it is recommended to print each policy on a new page and keep the manual in a folder that allows pages to be removed and replaced.

· Page numbers have deliberately not been included so that updates can be more easily added as needed.  

· To make it easier to turn the pages and find policies and procedures it is recommended to put each page in a plastic sleeves.

How can I use this manual?
· To train and induct new staff. 

· To assist staff in maintaining consistent work practices.

· To maintain standards of practice that protect patients and staff.

· To assist in preventing potential legal disputes.

· As a source of information during accreditation.

· To inform and guide best practice in your clinic.

· To find references, resources and links for additional information.

· As a resource for staff to inform them about practice systems and operations.

Foreword

This manual outlines the mission, philosophy, policies, procedures and employment protocols for this practice.  It is intended for use by new staff at induction and by all staff as a reference tool for describing correct procedures to follow in our practice. 

The manual also aims to ensure policies and procedures reflect the current state of legislative, professional and the RACGP 3rd Edition Standards for General Practice.

The manual will be reviewed every year with specific policies being updated as needed. 

We acknowledge the assistance given by Dandenong Casey General Practice Association in developing this manual and providing us with the original generic document, which we have tailored to suit our practice’s specific policies and procedures.

Disclaimer

Dandenong Casey General Practice Association expressly disclaims all and any liability to any person (whether a reader of this publication or not) who acts or fails to act as a consequence of reliance upon the whole or any part of this publication.
( Hint

Please do not amend or delete the last paragraph of the foreword or disclaimer.  Retain as a permanent item in the manual.

Signed: ………………………………………..   Practice Principal

Date:     ………………………………………..

1.1     Mission Statement 
(Insert Practice Name) is committed to providing its patients with a high standard of care for the benefit of each patient’s health and well being.

( Hint
Mission Statements
· When developing a mission statement input from all staff where possible is advised (staff may be more willing to achieve the mission if they have some say in it’s content) 

· Be optimistic and provide inspiration.

 

· Provide staff with direction and give them a sense of purpose.

· Mission statements can be displayed on stationery.  

1.2
Practice Philosophy

Our aim is to give our patients the highest possible quality of care, by ensuring excellence in all aspects of our practice. We endeavour to provide patients with the best and most current treatments, methods, materials and equipment within our resource capabilities to ensure that the patients receive the high quality of service they have come to expect. We believe that patients come first. Teamwork is highly valued and encouraged within the practice to promote a harmonious and productive environment. We hold great importance in ethical and responsible behaviour as essential to maintain the trust and loyalty of our patients and staff.

1.3     Practice Background
(Practice name) opened in ___________ 

This practice is owned by ______________________________________.

Dr ________________ graduated from _________________ University in ____and worked at  _______________ before open this practice.  Since that time upgrades have been made to the facilities, increasing the number of consulting rooms from the original ___ rooms to _____.  (Practice Name) now has _____doctors on site.

(Insert individual doctor’s history, if applicable)

Services available: (include treatments & other allied health services provided)

( Hint

Include furnishings, major equipment purchases, IT & related software – Email etc. 







1.4     Practice Structure
Address:

Location: Melways Ref. _______    

Tel:

Fax:

Email:
Layout of practice: 

Practice Hours:

Monday – Friday:


Weekends - Saturday:               Sunday:





After Hours:


Home Visits:

Practice Consultation Fees:

( Hint

Map of area and location of practice can be included.  
1.5 Organisational Chart

(* Insert or scan your practice organisational chart in this section)

1.6 Services

In addition to medical consultations the following services are available:

· Home visits

· Check-ups

· Family Planning

· Pap Smears

· Obstetrics

· Spirometry

· Vaccinations

· Minor Surgery

· Acupuncture

· Hypnotherapy

· Nutrition Advice

· Sports Medicine

· On-site Pathology

· On-site Radiology

· ECG

( Hint
Please refer to Practice Information Sheet in Section 5.

Place your facility’s current practice information brochure here and add any relevant information for new staff that gives them a fuller understanding of all services provided.
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