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Unless otherwise stated please send a cheque made out to health:mk with a booking form to: Alison Glover, Hilltops MC, Kensington Drive, Great Holm, MK8 9HN.  For BACS payment details and other administrative enquiries please email alison.glover@mkpct.nhs.uk   or ring her on 01908 555593.  On line booking details are available on the web site.
If your Booking is for a CME session please send your cheque and booking form to Tricia McNeil at the Post Grad Centre.  

If you are booking one of the £40 Frankie Brown sessions at Herons Lodge then the booking form on the back of the flier together with the cheque should be sent directly to Frankie. 

health:mk have set aside a training fund, for bands 1-4, of £100 per person per year.  This can be used for receptionist, supervisory or HCA training.  If you would like to pay for a course using this money then let Alison know when you are booking.  A revised booking form is attached at the back of this booklet. 

Visit our website to download course booklets and fliers, up to the minute information and see the latest courses available
http://www.learningwithhealthmk.org
If you have any queries or concerns contact Christina 07742 675000 Christina.machan@mkpct.nhs.uk



	
 May7th 
	The Essential NHS Update
	Hilltops MC
	09.30 - 16.30

	May 12th  
	Bid Writing
	Hilltops MC
	09.30 - 12.30

	May 13th  
	Introduction to COPD
	Herons Lodge
	09.15 - 1600

	May 15th 
	CME- Dermatology
	MK Post Grad
	09.30 - 13.00

	 May 19th
	h:mk Clinical Discussion GI
	Herons Lodge
	12.30 - 14.00

	May 19th 
	Update on Asthma
	Herons Lodge
	09.00 - 12.30

	May 19th 
	Update on COPD
	Herons Lodge
	13.30 - 16.00

	June 11th 
	Learning Disabilities (LES) 
	Hilltops MC
	09.30 - 12.30

	June 18th   
	NHS Pensions Explained
	Parkside
	09.30 - 16.30

	June 19th
	CME –Ear Care Update (experienced staff)
	MK Post Grad
	09.30 – 13.00

	June 25th
	AGM  health:mk
	The Stables
	12.30 – 16.00

	June 26th & 27th
	Cannot Miss Must Not Miss – A Guide to Nurse Led Triage (Bead Training)
	Hilltops MC
	09.30 - 16.30

	July 2nd 
	Helicobacter pylori testing
	Parkside MC
	13.00 ~ 13.45

	Sept 16th 
	h:mk Clinical Discussion Alcohol & Domestic Violence
	Herons Lodge
	12.30 ~ 14.00

	Sept 18th 
	CME - Immunisation
	MK Post Grad
	09.30 ~ 13.00

	Sept 22nd
	Introduction to Contraception & Reproductive Sexual Health 


	Herons Lodge
	09.15 ~ 16.00

	Sept. 23rd  & 30th
	Reception Managers, Team Leaders and Supervisors (2 Days)
	Parkside MC
	09.30 ~  16.30

	Sept 24th 
	Helicobacter pylori testing
	Parkside MC
	13.00 ~ 13.45

14.00 ~ 14.45

	Oct 7th
	Registering Visitors from Overseas
	Hilltops MC
	09.30 ~ 13.00

	Oct. 8th 
	Venepuncture / Phlebotomy 
	Hilltops MC
	09.30 ~ 16.30

	Oct 13th 
	Introduction to Asthma Mgmt in PC
	Herons Lodge
	09.15 ~ 16.00

	Oct 20th 
	Medical Terminology (Basic)
	MK Village Practice
	09.30 ~ 16.00

	Oct 22nd 
	CONFERENCE  - Learning Disabilities
	The Hilton Hotel, Kents Hill 
	09.30 ~ 16.00

	Oct 23rd 
	CME - Dermatology
	MK Post Grad
	09.30 ~ 13.00

	Nov. 17th 
	h:mk Clinical  Discussion Meeting 
	TBC
	12.30 ~ 14.00

	Nov 17 & 24
	Front Line Skills Receptionist Programme.  (Review half day on 4th December)
	Hilltops MC, Great Holm
	10.30 ~ 16.30 

	Nov 20th 
	Women’s  Health –  The Menopause Years
	Herons Lodge
	09.15 ~ 16.00

	Nov 27th 
	CME –Family Planning Update
	MK Post Grad
	09.30 ~ 13.00

	Nov 27th 
	In Focus – Digestive & Endocrine System
	Parkside MC
	09.15 ~16.15

	Dec 04th 
	Review half day - Front Line Skills Receptionist Programme
	Hilltops MC, Kensington Drive 
	09.30 ~ 13.00

	Jan 14th 
	CME - Heart Failure/CVD
	MK Post Grad
	09.30 ~ 13.00

	Jan 22nd 
	Update Contraception & Sexual health
	Herons Lodge
	09.15 ~ 16.00

	Jan 26th 
	Introduction to Wound Care (New nurses & HCAs)
	TBC
	09.30 ~ 16.00

	Feb 26th 
	CME – TBC 
	MK Post Grad
	09.30 ~ 12.30

	TBC
	In Focus – Musculo-Skeletal, Nervous System
	
	

	Mar  9th 
	Wound Care – The Next Stage
	TBC
	09.30 ~ 16.30

	Mar 26th 
	CME – TBC
	MK Post Grad
	09.30 ~ 13.00

	April
	In Focus - Eye & Skin
	
	


Diary of Training Events 2009/10
CME Programme 2009/10

	Date
	Topic
	 Venue
	Time

	19.06.09
	Ear Care Update for the experienced
	MK Post Grad
	09.30 to 1pm

	18.09.09
	Immunisation (TBC)
	MK Post Grad
	09.30 to 1pm

	23.10.09
	Dermatology
	MK Post Grad
	09.30 to 1pm

	27.11.09
	Family Planning Update
	MK Post Grad
	09.30 to 1pm

	14.01.10
	Heart Failure/CVD (TBC)
	MK Post Grad
	09.30 to 1pm

	26.02.10
	TBA
	MK Post Grad
	09.30 to 1pm

	26.03.10
	TBA
	MK Post Grad
	09.30 to  1pm


Protected Time 2009 Dates

	Thursday 
	25 June

	Tuesday 
	14th July

	Wednesday
	23rd September

	Thursday 
	22nd October

	Tuesday 
	24th November


Training Bursary Scheme 2009/10    
· Bursary to support training for Non-clinical and HCA staff members 
· £100 per person
· Can be used for courses provided in this booklet via Learning Networks or *practice-own arranged courses (*criteria apply) 
*If the course is other than Learning Networks, please obtain approval for use of this bursary from health:mk prior to booking
 
To apply for Training Bursary (per staff member): 
· Courses in this manual on behalf of health:mk  (via Learning Networks) Please indicate on the course application form if you wish the cost (up to a maximum of £100 per eligible staff for year 2009/10) to be met by the Training Bursary.  health:mk will then contact you to verify. 
· *Practice own arranged courses. Please submit a training bursary request to health:mk by email to susan.pilgrim@mkpct.nhs.uk. 
Please provide :-
         Name of the course
         Course content
         Course provider
         Cost per member of staff
         Date of course
         Name of staff member(s) wishing to attend the course
         Staff member’s role
health:mk will then contact you to verify if approved.
 
Basic Computer Skills

kouser.sharif@mkpct.nhs.uk
Free IT help to get everybody up-and-running.

       Using a PC with Windows: Training users to use the Windows environment, the mouse and the keyboard.
 
       Using the Internet: Training users to use Internet for Internet and Intranet browsing.
 
       Email Using Microsoft Outlook: Training users to use Outlook in order to create, send, print and manage emails. 
 
       File Management: Training users to create and store in folders.  Move and copy files.  Create, save and print files in MS Office applications.
Contact Kouser Sharif, Implementation & Training Lead, Primary Care IM&T Projects, PCT HQ, MK6 5LD, Tel: 01908 243933 Ext: 2191  
Protected Time plan 

Dates for 2009









Topic

	Thursday 
	25 June
	

	Tuesday 
	14th July
	

	Wednesday
	23rd September
	

	Thursday 
	22nd October
	

	Tuesday 
	24th November
	


Many of the trainers will come into the surgery on an independent basis to run half day sessions for you. These sessions should be discussed directly with the trainer and costs negotiated at the time.
	 Deb Gold
	Management Fundamentals
	equilibrium@aol.com

	Phil Hawthorn
	Team building, Management incl. GP work
	phil@therivernetwork.co.uk

	Christina Sosseh
	Learning Disabilities Training for general and Front Line Staff
	Christina.sosseh@mkpct.nhs.uk

	Insight Solutions
	Read Code ;QoF
	fiona@insightsol.co.uk

	ECG Training
	Basic Life Support / anaphylaxis
	0845 423 8993

	AssessCo Ltd
	Fire Safety
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	Steve Machan
	Registering Patients from Overseas, IT & e- learning, Supervisory work , 
	steve@learningnetworks.co.uk

	Sara Ladyman
	Med. Terminology, Front Line Skills Sessions working with front line staff
	info@talkingmedical.com


Basic Life Support 

Practices get one session covering Basic Life Support (for up to 12 people) paid for.  If practices have more than 12 staff and/or want extra subjects (such as anaphylaxis) covering then ECG will quote for that.  Central CPR & Anaphylaxis courses also run at the hospital, surgery staff can access these if they can’t make their own session. www.ecgtraining.co.uk
June

[image: image6.wmf]Learning Disabilities (LES) Workshop

Staying Within the Law
· Mental Capacity Act 

· Human Rights Act 

· Disability Discrimination Act 

· Mental Health Act 

· Valuing People
This workshop has been organised to support you in achieving the Learning Disabilities LES.  Suitable for nurses, HCAs and others.

Tutor:

Christina Sosseh

Cost:

Free to Surgeries within MK

Venue:
Hilltops MC (Great Holm) 

Date:

11th June 2009 

Time:

09:30 – 12:30

CME

Ear Care (Experienced Staff)

Part of Nurse /HCA CME Programme 

Tutor: TBC

Cost: 
Please send cheque and booking form directly to Sue Melhuish at the PG Centre 

Free to CME Members



£20 places available to non members

Venue:
MK Post Grad Centre

Date:

19th June 2009  

Time:

09.30 ~ 13.00

Lunch:
Provided


health:mk AGM
Venue:
The Stables 

Date:

Thursday 25th June  2009 

Time:

12.30 ~ 16.00

Lunch:
Provided
NEW
Cannot Miss Must Not Miss – A Guide to Nurse-Led Triage

      Tutor: Bead Training                                        (For all nurses) 
Aims & Objectives

This course will provide confidence in differentiating the patient with a minor ailment from the patient with a life-threatening condition, and a guide to the management of each.

· Headaches

· Leg swellings

· Skin Problems

· Tired all the time

· Low back pain

· Dizziness

· Pyrexia and Infections

· Geriatric problems

· Chest pains

· Shortness of breath

· Diabetic emergencies

· Abdominal pain

· Lumps and bumps

· Poisoning and Drug intoxications

Cost: 

£175

Venue:
Hilltops MC, Kensington Drive

Date:

26th & 27th June 09

Time:

09.30 ~ 16.30

Lunch: 
Provided

July

Helicobacter pylori testing
This workshop has been arranged to support practices in achieving the related LES.  
Two mid-day sessions are available to fit in with your work patterns.  The two sessions are identical.  A useful workshop for anyone involved, including GPs, practice nurses and HCAs.
· What is Helicobacter?  How do patients present? 

· Reasons for testing and when to test (using current guidelines) 

· Patient prep before the test 

· Using the Pylobactell kit 

Venue:
Parkside Medical Centre
Date:

Thursday 2nd July 2009 

Time:

13:00 to 13:45 


September 2009
health:mk Clinical Discussion Meeting

Title 

Alcohol and Domestic Violence

Venue:
Herons Lodge 

Date:

16th September 2009 

Time:

12:30 to 14:00

Lunch:
Provided

CME 

Immunisation

Part of Nurse /HCA CME Programme 

Tutor: Alison Smith
£20 places available to non members

Venue:
MK Post Grad Centre

Date:

18th September 2009  

Time:

09:30 to 13:00

Introduction to Contraception and Reproductive Sexual Health

Tutor

Frankie  Brown
Learning Outcomes
1. To help raise awareness of developments and provide up to date information about contraception 

2. Provide knowledge of all methods of contraception with specific development in  skills of delivering emergency contraception 

3. Allow discussion of relevant practice problems and their solutions 

4. Develop an awareness of how attitudes and values may affect practice 

5. Understand the importance of ongoing professional development
To book your place please send a cheque for £40.00 payable to F Brown – with a copy of the Frankie Brown booking form on the back of the flier   
Cost 

£40                                                 

Venue

Herons Lodge MK                       

Lunch

Provided 

Date

22nd September
Time

09.15-16.00

2 Day Reception Managers, Team Leaders and Supervisors 

For those who have taken on a new role or are aspiring to a new position requiring an understanding of key management skills.

Tutor:  Steve Machan

By the end of this programme those aspiring to new roles requiring people management will have grasped a good understanding about the differences between the way behaviour is influenced and shaped and power and control.   

Day 1

How can I get the best out of my team and what does my role involve? FISH!

Motivation 

· Theories of motivation

· Intrinsic and extrinsic motivation.  What turns you on?

· Reward systems

· Feedback.  How to give it and how not to

Dealing with Difficult People

· Will my role involve Conflict Management?

· What can I do to prepare for this (Policies)?

· When to engage and when to ask for assistance

· In Pursuit of resolution

The Art of Delegation

· How to delegate without it being so obvious
· What do I mean by delegation?

· Does delegating tasks feel threatening to me or my role?

Understanding learning

· Knowledge, concepts, beliefs and attitudes

· Constructivism vs blank sheets

· Coaching 

· Training

Coping with different learning styles

Day 2

Communication skills for supervisors/ managers

· Listening skills

· Body language

· If looks could kill

Managing Change

· How does change affect people and why?

· Why do people react differently to the same set of circumstances?

· The change zoo

· Who Moved my Cheese?

Appraisal systems

· What some managers think about appraisal

· What are the positive benefits of appraisal systems?

· How can we use it to get the best out of our teams?

· Will I be involved in appraising the people I supervise?

Confidentiality, Data protection and Freedom of Information

· What are these things?

· Why are they so important?

· Dos and don’ts.

· Why do we need our teams to fully understand their importance?

Pulling what we have learned together

· How have I learned to become more effective?

· What must I do to ensure I can maintain my new wisdom, knowledge and skills?

Helicobacter pylori testing

This workshop has been arranged to support practices in achieving the related LES.  

Two mid-day sessions are available to fit in with your work patterns.  The two sessions are identical.  A useful workshop for anyone involved, including GPs, practice nurses and HCAs.

Venue:
Parkside Medical Centre

Date:

Thursday 24th September  2009 

Time:

13:00 to 13:45 and 14:00 to 14:45

October 2009

Venepuncture/Phlebotomy 

For those who have had no previous knowledge or experience of taking blood.  

Tutor Gary Jones CBE

Aims & Objectives

This course has been introduced to support a new post being phased in to primary care and can form the first phase of training for HCAs.  It is recommended that each person wishing to undertake this training and carry out this role be supported by one of the GPs or practice nurses. This course is in 2 stages

· Self directed study – A workbook will be provided covering anatomy and physiology

· Training day followed by 10 supervised and logged sessions, final assessment by lead GP.  The venepuncturist can then be added to the practice policy following a letter from the GP to the MDU
· Venepuncture within the wider context of communication, legal and professional issues in healthcare

· Circulation of the blood, its content and the position of the veins and other related anatomy within the upper limbs

· The need for venepuncture and the appropriate veins to access

· Demonstration of the procedure using a manikin arm

· Student practice on the manikin arm

· Possible complications, risks and infection/safety precautions for the procedure 

The venepuncturist can then be added to the practice policy following the training day and 10 supervised and logged sessions, final assessment by lead GP and a letter from the GP to the MDU. Competency sheets are issued for supervised workplace development.
Max. 12 students (Please book this workshop early as places are limited)
Cost: 

£75

Venue:
Hilltops MC, Great Holm
Date:

8th October 2009 

Time:

09:30 to 16:30

Lunch:
Please bring own
Registering Patients from Overseas
Tutor

Steve Machan

Cost 

£40

Venue

Hilltops MC

Date

7h October

Time

09.30 - 13.00

Lunch

Not provided

· What is an “Ordinarily Resident” person?

· Ensuring we are registering visitors who are entitled to treatment 

· Identifying fraudulent documents

· Visas – what are they saying?

· Avoiding discrimination

· Getting a robust system in place

· Strategies for ensuring we can cope

Introduction to Asthma and its Management in Primary Care

Tutor

Frankie Brown
Cost 

£40

Venue

Herons Lodge MK

Date

13th October

Time

09.15-16.00

Lunch

Provided

9.00am

Coffee and registration

9.15am

Introductions to the day

9.30am

Anatomy and Physiology (A quick visit)

10.00am

What are asthma and rhinitis? - The allergic cascade

10.45am

COFFEE

11.05am

How do we diagnose? + Quick tips for recognition in other 




consultations

12.00md

Medications - an overview

1.00pm

LUNCH

2.00pm

Inhalers in common use – A practical session

3.15pm

The Acute attack and other practice problems 

4.00pm 

Training issues - what’s  available?  Local and national

4.30pm 

Evaluations and close

Learning Outcomes

1) Aid understanding of the physiology of asthma and rhinitis

2) Develop a basic understanding of medications for both asthma and rhinitis

3) Build knowledge of all inhalers with specific skills in the common types

4) Allow discussion of relevant practice problems and their solutions

5) Understand the importance of ongoing professional development

To book your place please send a cheque for £40.00 payable to F Brown – with a copy of the Frankie Brown booking form on the back of this flier

Introductory Workshop in Medical Terminology

For: Medical secretaries, data analysts and others who would find this useful 

Tutor: Sara Ladyman

Aims & Objectives

A general introduction to all medical specialisms with a range of individual and group exercises for staff who need to make sense of medical terminology.  The programme will assist them to work accurately, efficiently and confidently. A comprehensive workbook for reference is provided for each participant. The workshop will provide new and non- clinical staff with the essential tools to undertake and confidently handle medical jargon in the workplace.

· Origins and structure of medical terms

· Anatomy & physiology of the human body

· Diseases and conditions associated with specialist areas

· Surgical procedures, diagnostic tests and investigations

· Medical abbreviations, symbols and acronyms

Cost: 

£75

Venue:

MK Village Practice

Date:

October 20th

Time:

09.30 ~ 16.00

Lunch:
Please Take own

CONFERENCE – Learning Disabilities

The Hilton Hotel, Kents Hill.   October 22nd.  09.30 to 16.00

Contact Christina.sossey@mkpct.nhs.uk
CME 

Dermatology

Part of Nurse /HCA CME Programme 

Tutor: TBC

Cost:

£20 places available to non members

Venue:
MK Post Grad Centre

Date:

23rd October 2009  

Time:

09:30 to 13:00

November 2009
health:mk Clinical Discussion Meeting

Title 

TBA

Venue:
TBA 

Date:

17th November 2009 

Time:

12.30 ~ 14.00

Lunch:
Provided

Receptionist Front Line Skills Programme

For those who have joined the team within the past 9-12 months

Tutor: Sara Ladyman
Aims & Objectives

· Confidentiality, data protection and FOI
· Basic principles of copyright legislation

· Risk management

· Health & Safety

· Understanding stress

· Communication

· Emotional intelligence

· Dealing with difficult patients and situations

Cost: 

£175
Venue:
Hilltops MC, Kensington Drive MK 

Date:

17th & 24th November; review half day 4 December 

Time:

10.30 ~ 16.30

Lunch:
Please bring own

'The Years Around the Menopause'

Problems, Solutions and Tips
Tutor Frankie Brown
This training day is aimed at nurses who have regular contact with patients of this age and sex; it may be through smear taking or disease management areas or just routine treatment room appointments.  We, as professionals, are often asked questions about the menopause and issues related to it.   The day should give you more confidence in this area of your practice.  I will be co-presenting with Jan Brockie a very experienced menopause specialist nurse.

Cost: 

£40

Venue:
Herons Lodge 

Date:

20th November 

Time:

09:15 ~ 16.00

Lunch:
Provided

To book your place please book direct with Frankie.  Send a cheque for £40.00 payable to F Brown – with a copy of the Frankie Brown booking form on the back of this flier



CME 

Family Planning Update

Part of Nurse /HCA CME Programme 

Tutor: TBC

Cost

£20 places available to non members

Venue:
MK Post Grad Centre

Date:

27th November 2009  

Time:

09.30 ~ 13.00

Digestive and Endocrine Systems

Series of ‘In Focus’ Medical Terminology Sessions

FOR: Medical Secretaries, administrative staff (using medical terminology day to day) data analysts, case note summarisers and health care assistants. Anyone involved with medical records needing more clarification about specific medial terms.

Tutor: 
Sara Ladyman  (See later for more details)
Cost:

£75

Venue:
Parkside Medical Centre
Date:

27th November 2009

Time:

09.15 ~ 16.15
2010
January 

CME 

Heart Failure/CVD 
Tutor: TBC



£20 places available to non members

Venue:
MK Post Grad Centre

Date:

14th January 2010  

Time:

09.30 ~ 13.00

Please send booking form on back of training manual to Tricia McNeil

Update in Contraception and Reproductive Sexual Health
Tutor

Frankie Brown
Cost 

£40

Venue

Herons Lodge MK

Date

22nd January

Time

09.15-16.00

Lunch

Provided

(For nurses who already have a FP Cert or equivalent)

9.00
Coffee and Registration

9.15
Introductions and an Exploration of current practice

9.45
Quiz of prior knowledge

10.30 
Coffee

11.00
What's new in the last 1-2 years?
12.00
LARCS

13.00 LUNCH

13.45
Case studies within the wider sexual health consultation

15.30 Where can you extend your skills and practice?

16.00
Evaluations 

Learning Outcomes

1. To help maintain awareness of developments and up to date information about contraceptive issues.

2. Demonstrate a critical understanding of key reproductive and sexual health issues in the contraceptive consultation

3. Allow discussion of relevant practice problems and their solutions

4. Develop an awareness of how attitudes and values may affect practice

5. Raise awareness of ongoing development of practice and professional accountability within the contraceptive field

To book your place please send a cheque for £40.00 payable to F Brown – with a copy of the Frankie Brown booking form on the back of this flier
Wound Care – An Introduction – New Nurses & HCAs

New Nurses and HCAs 

Tutor: Cath Jamieson

Aims & Objectives

· Anatomy & Physiology of the skin

· Mechanism of injury

· Wound healing and possible complications

· Management

· Introduction/overview of available dressings

· Aseptic skills

· Cleaning solutions

· Closure techniques including skills development in simple skin closure

· Suture and staple removal

Maximum 12 people

Cost:

£75

Venue:
TBC

Date:

26 January 2010

Time:

09.30 ~16.00

Lunch:
Please bring own

February 2010
CME 

Part of Nurse /HCA CME Programme 

Tutor: TBC



£20 places available to non members

Venue:
MK Post Grad Centre

Date:

26 February  2010  

Time:

09.30 ~ 13.00

March 2010
Wound Care – The Next Stage


Suitable for nurses/HCA’s who have attended the introduction workshop or similar. Not suitable for experienced practice nurses/nurse practitioners

Tutor Sally McCornack

· Understand how the skin is structured – revision

· Understand how skin heals normally - revision

· Understand what can delay healing and create chronic wounds

· Local factors

· Regional factors

· Systemic factors

· Be able to discuss a range of different wound types

· Understand a range of the different types of dressings available today

· Understand how each type of dressing works

· Be able to discuss the appropriate use of dressings for differing wound types

Maximum 12 people

Cost: 

£75

Venue:
TBC

Date:

9th March 2010

Time:

09.30 ~ 16.30

Lunch:
Please bring own

CME 

Part of Nurse /HCA CME Programme 

Tutor: TBC



£20 places available to non members

Venue:
MK Post Grad Centre

Date:

26th March 2010  

Time:

09.30 ~ 13.00


Running Soon
COURSES TO RUN FROM AUTUMN - WAITING FOR NEW DATES

Ear Care One-Day Course

Aims & Objectives

This one-day course has been developed for new nurses those who wish to refresh previous knowledge and skills 

Tutor Sally McCornack

· Revision of A & P and sound

· Taking a comprehensive history of signs and symptoms 

· Assessing need for irrigation

· Practical session using an Otoscope to accurately identify the normal landmarks.

· Practical session of ear toilet & irrigation using an automated machine 

Competency sheets are issued for supervised workplace development

The course is supported with very comprehensive student notes.

Cost: 

£75 (max of 12 students) 
Venue:
TBC



Date:

TBC
Time:

09.30 ~ 16.30


Lunch:
Please Take own

Management Fundamentals 

The Building Blocks of Effective People Management
Organised into 4 half day workshops
Appraisal Skills

Appraisals within the context of your Medical Centre

Preparing to appraise - the manager and the member of staff – setting the scene and the value of pre-appraisal
The appraisal interview:

· the skills of structuring, questioning, listening, reflecting and clarifying

· Giving effective feedback – both praise and criticism

· joint problem solving and summarising

· taking notes and completing the form
· defining and writing clear objectives

· establishing responsibility for development plans

· ensuring follow up and monitoring the individual’s progress


Scenarios to apply skills 

Effective Meetings

Setting the scene – summarising the factors that contribute to effective meetings
Effective chairing skills

· Setting ground rules

· ‘Signalling’

· Questioning – ‘pose, pause, pounce’

· Listening

· Summarising 
· Using the minute taker

· Problem solving skills;  a little bit of ‘blue sky thinking’

· Being assertive whilst creating a ‘win/win’ outcome – handling asides and distractions

· Recognising the roles others play 

Scenarios to apply skills 

Persuading, Influencing and Delegating

Developing our communication skills still further:

· Questioning  - the three degrees 

· Understanding ‘push’/ ‘pull’ styles of communication

· Are we speaking the same language? - Understanding other people’s preferred communication styles

Developing the team and working effectively:

· Delegating effectively – whose job is it any way?

· Taking work forwards and still keeping  things under control

Scenarios to apply skills 

Effective Recruitment and Selection

Preparing to recruit, setting the scene and using the selection tools: job description, person specification and application form 
The recruitment interview:
· Structuring and opening the interview
· Getting people to talk, rapport building

· Questioning using competency based questioning

·  Listening, reflecting and clarifying

· Controlling the interview

· Closing the interview

· Evaluating the information and making a decision



Scenarios to apply skills 



Mental Health Training
Following a request a course is being prepared with Mike Scanlon Nurse Consultant at the Northampton Hospital.  Initially it will be for nurses and will support a deeper understanding in the following topics:
· Anxiety & Depression
· Paranoia

· Bereavement

The programme will be available to all staff in time.

Working with the changes to QoF 2010/11
 

Tutor:             Insight Solutions

For:    Anyone in general practice who manages QoF; 
            GPs, PMs, P.Nurses, Data Quality Managers, & IT Managers
 Aims and Objectives
This half day seminar will give you a full understanding of the changes to QoF 2009/10.  Although the changes are not vast they are significant, with the introduction of two new disease areas - SH Contraception & Primary Prevention CVD.  Some changes apply from 1st April and it is essential that robust internal systems are set up to collect the necessary data.  Some of the changes, those with a 15 month time frame attached, apply from the 1st January 2009 - these changes can be implemented now so that any CDM reviews that are carried out in this quarter apply to not only this QoF year but also incorporate the changes to next year.

*    Summary of the changes

*    Points/Indicators removed

*    General Updates

            QoF business rule sets

            Read Code updates

            Prevalence

            Disease Registers

            Exception Coding

*    Changes to disease areas

*    Hints and tips and best practice

      Q&A

Cost: 

  £65

Venue:
  Hilltops Medical Centre ?

Date:

  TBA

Time:

  9.45 ~ 12.30 or 13.15 ~ 16.00


  Two half day sessions

Read Coding

Insight Solutions
For beginners and advanced users.
HR Sessions

A programme to support HR in the practice is being discussed.  It does not aim to replace the service with POC but will cover the following:

· Recruitment and Selection
· Sickness and Absence

· Managing the Disciplinary Process
· Contracts of Employment (and basic employees rights)


Continuation of the ‘In Focus’ series
Medical Terminology Sessions

FOR: Medical Secretaries, administrative staff (using medical terminology day to day) data analysts, case note summarisers and health care assistants. Anyone involved with medical records needing more clarification about specific medial terms.

Tutor: Sara Ladyman

This is a new type of programme in medical terminology providing both clinical and non clinical staff with a greater insight, knowledge and understanding of diseases, conditions and terminology associated with patient communication and documentation

Aims & Objectives

The one-day workshops will provide new and non-clinical staff with the essential tools to undertake and confidently handle medical jargon in the workplace.

· Origins and structure of medical terms

· Anatomy & physiology of the human body

· Diseases and conditions associated with specialist areas

· Surgical procedures, diagnostic tests and investigations

· Medical abbreviations, symbols and acronyms

	Body Systems

‘In Focus’

Full or half days available

09.15 – 12.30 or

     09.15 –16.15
	Each half day focuses on one or more body systems to provide an in depth understanding of medical terminology.  Sessions may be used as standalone units, or taken together as a complete course of study.  Wherever possible attendance of the one-day Workshop in Medical Terminology beforehand is recommended. A range of teaching methods are utilised with course delivery reinforced by comprehensive handouts 
	

	1      Cardiovascular system in focus
	half day
	

	1b    Blood and Lymphatic systems in focus
	half day
	

	2      Respiratory system in focus
	half day
	

	2b    Ear, Nose and Throat in focus
	half day
	

	3)      Urinary system in focus
	half day
	

	3b    Female reproductive system in focus
	half day
	

	4       Digestive system in focus
	half day
	27th November 2009

	4b    Endocrine system including diabetes in focus
	half day
	

	5       Musculo-Skeletal systems in focus
	half day
	TBA   February 2010

	5b    Nervous system in focus
	half day
	

	6       Eye in focus
	half day
	TBA   April 2010

	6b     Skin in focus
	half day
	

	7       Pharmacology and Microbiology in focus
	half day
	TBA   July 2010

	7b    Oncology, Radiology and Nuclear

         Medicine in focus
	half day
	


  


health:mk

Learning, Development and Education
Return forms & cheques to:                      Lizzie Thomas

health:mk

Westcroft Health Centre

1 Savill Lane

Westcroft

Milton Keynes

MK4 4EN 


07742 675000

BOOKING FORM (Not CME nor Frankie Brown workshops)
Training Course Title ……………………………………………………………………

Date of Course ……………………………………………………………………………

Name / Job Title / Telephone number of Delegate ……………………………………………………………………………………………………………………………………………………………………………………………………

Name of Practice.………………………………………………………………………….

*E-Mail Address to which confirmation should be sent (Essential Information)
………………………………………………………………..………………………………

· Cost of training ………………(cheque in advance please to Lizzie Thomas above)

Do you wish this training cost to be marked off against your £100 training budget for this person?  Yes / No (please circle)

Are you wanting to claim one of your free places for hosting a training at your surgery?

Yes / No (please circle)

Please note: in the event of a delegate being unable to attend, it would be appreciated if we could have a minimum of 10 working days enabling us to make cancellation arrangements or to “slot” another person in if there is a waiting list.  Failure to comply with this notice period could result in your surgery being charged for this course.

AUTHORISING SIGNATURE…………………………………………………..DATE…………..

(ie Practice Manager, Lead Practitioner etc)

Please send a cheque made out to health:mk with a booking form to: Lizzie Thomas, health:mk, 1 Savill Lane, Westcroft, Milton Keynes, MK4 4EN There is the facility to pay by BACS if you wish.  For BACS payment details please email lizzie.thomas@mkpct.nhs.uk or phone Lizzie Thomas on 01908 340974 for the BACS details.  NB All CME Booking Forms & Cheques must go to: Tricia Mcneil at the MKPG Centre.  For Frankie Brown courses please use the booking form on the next page.
Don’t forget to either email christina.machan@learningwithhealthmk.org or send an on line booking form to Christina to let her know names of people and course required. We can then start to action your request whilst the form is on its way.

Please assume you have a place unless told otherwise as administrative support is not yet in place. Please contact Christina in the meantime if you have any queries.
Booking Form – Frankie Brown workshops.

To book your place on any workshop facilitated by Frankie Brown.
I wish you to reserve a place on the following course:

______________________________________________________

  

At Herons Lodge Milton Keynes on (date) _________________          
 
Send, with cheque for £_______ to:-
F. Brown, Keepers Cottage, Honeyburge, Boarstall, Aylesbury, Bucks HP18 9UU
 
NAME_____________________________
ADDRESS_________________________________________
_________________________________________________
PHONE_____________________
e-mail______________________
Confirmation of venue and attendance will be sent by email or SAE (please enclose with application if required)
Cost: 	£175


Venue:	Parkside MC


Date:	23rd  & 30th Sept  2009 


Time:	9.30 to 16:30


Lunch:	Please bring own
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