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Autumn Flier

September ~ December 2008

Please send a cheque made out to health:mk with a booking form to: Lizzie Thomas, health:mk, 1 Saville 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.  Don’t forget to send an on line booking form to Christina if this is your preferred option. 

http://www.learningwithhealthmk.org
Introductory Workshop in Medical Terminology

[image: image2.wmf]Medical secretaries, data analysts and others who would find this useful 

Tutor: Sara Ladyman

Aims & Objectives

This 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:
Ashfield Medical Centre (1 Perrydown, Beanhill, MK6 4NH)

Date:

24th September 
Time:

0.930 ~ 16.30

Lunch:
Take own
Helicobacter pylori testing

Practice nurses, HCAs

Tutor:

Cost: 

Funded
Venue:
Parkside MC
Date:

25th September 
Time:
From 12.30 ~ 14.00 (3 rolling lunch time sessions - email Christina to secure a place)

Lunch:
Provided

Flu Vaccs Update

Practice Nurses & HCAs who have completed initial training
Tutors: HPA                                 Aims & Objectives 

Ensure that all involved in the forthcoming flu campaign are updated in new legislation.

Cost: 

Funded

Venue:

MK Post Grad 

Date:

26th September 

Time:

09.30 ~ 13.00

Lunch:
Provided

October

Read Code/Data Quality Seminar (Basic/Refresher)

Data analysts or those responsible for taking this role forward

Tutor: Insight Solutions

Aims & Objectives

Read Codes are pivotal to every bit of data entered into the clinical system.  They determine

· Past medical history of patients

· On going clinical care

· Clinical governance

· Income

This workshop will ensure that anyone entering data on to the system has received the appropriate training. The programme will cover

· What are Read Codes

· Why we need to code

· Alternatives to coding

· Using Read Codes – hierarchy and working structure; Read Code Chapters; Searching for the right Read Codes; Making coding easier

· Browsing the hierarchy

· Common errors

· Abbreviations within codes

· Data quality

Cost: 

£60
Venue:
Parkside Medical Centre

Date:

6th October  08

Time:

09.30 ~ 12.00

Lunch:
Half day only
Read Code/Data Quality Seminar (Advanced)

Data Analysts who have had experience in role

Tutor: Insight Solutions

Aims and Objectives

This workshop is for those that have been coding for a while and wish to take their understanding to another level.

Cost: 

£60
Venue:
Parkside Medical Centre
Date:

6th October 
Time:

13.30 ~ 16.00

Lunch:
Half day only

NEW 
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:
Ashfield Medical Centre, (1 Perrydown, Beanhill, MK6 4NH) 

Date:

7th October; 22nd October; half day 29th 

Time:

10.30 ~ 16.30

Lunch:
Provided
TITLE CME TBC

Part of Nurse /HCA CME Programme 

Cost: 

Free to CME Members



£20 places available to non members
Venue:
MK Post Grad

Date:

10th October  
Time:

09.30 ~ 16.30

Lunch:
Provided
Interview Skills

A short sharp session for anyone likely to be on an interview panel and may be new to interviewing

Tutor 
Aims & Objectives

This session will give the core principals of what is expected at interviews.  Longer sessions with time to practise interviews can be arranged.

Cost: 

£55
Venue:
Parkside Medical Centre

Date:

10th October

Time:

9.30 ~ 13.00

Lunch:
Half day session
Practice Nurse IT Seminar

Tutor Insight Solutions

Aims & Objectives

Read Codes – general overview and structure, finding the codes you   need
· Data entry – tools, free text entry

· Data quality – how to find poor quality data, processing for editing data, deleting data
· Confidentiality & Security – Passwords, Information Governance, best practice

· Medicines Management
· Q&A

Cost: 

£55
Venue:
Parkside Medical Centre

Date:

29th October

Time:

9.30 ~ 13.00

Lunch:
Half day session
November

Venepuncture/phlebotomy

For those with little previous knowledge or experience of taking blood.  

Tutor Gary Jones CBE
Aims & Objectives

This course has been introduced to support new posts being introduced into 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 

For staff members that have little or no clinical background it is recommended that the workshop be provided over a one-day period with the option of a half-day follow up after a period of supervised practice.

Competency sheets are issued for supervised workplace development

Max. 12 students (Please book this workshop early as places limited)
Cost: 

£75

Venue:
TBC

Date:

TBC 

Time:

10.30 ~ 16.30

Lunch:
Please take own
NEW
Cannot Miss Must Not Miss
A Guide to Nurse-Led Triage
Tutors: Bead Training

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: 

£190

Venue:
TBC

Date:

21 & 22 November

Time:

09.30 ~ 16.30

Lunch: 
Provided

Conference

For all non clinical staff who have a patient-related role. ‘Smiling Through Gritted Teeth’
This conference will run twice in one day.  A morning or afternoon session may be selected.

Aims & Objectives

To provide a greater understanding about team working, explore how we operate on the front line, focus on how we can deliver an enhanced service to the patient and take an in-depth look at how to deal with difficult people and situations.  
Tutor / Facilitator Phil Hawthorn

Smiling Through Gritted Teeth

Session 1
· Active listening

· What is assertiveness really?  Can we do it? 

· Some tips and techniques for ‘Saying it Right’

· Putting this into practice 

· Your rights – what you should expect from your colleagues 

· PAP (Personal Action Plan) considering past situations - what you would do differently when it happens again?

All in a days Work

Session 2 

· Prioritisation – the best way to manage your time 

· Your time eaters – what are they?  

· Personality & time management – Type A and Type B personalities, exploration of why we sometimes hate each other

· Zapping the Tolerations 

· Magic Wand – table discussions 

· Saying “no” politely – the number 1 time management technique. 

· Some more ideas, techniques to overcome procrastination, tips sheet, appointments with tasks, to do lists, interruptions, the telephone 

· PAP (as session 1)

Cost

£15

Venue:
New City Church

Date:

6th November 

Time:

09.30 ~ 12.30 Or 13.30 ~ 16.30 (please select one of the time slots)

Lunch:
begins at 12 .30 and is provided for both group sessions

Pensions Update

For PMs who are part of the Fairway Pension Scheme
Tutor: Philip Weatherill

Aims & Objectives
Update or refresh on new rules and legislation.  A small amount of time will be given to continued learning, development and questions.

Cost: 

Complimentary with service provision
Venue:
Parkside MC
Date:

13th November 
Time:

09.30 ~ 12.30

Lunch:
Half day session

Employment Law Update

Managers and those with HR responsibilities

Tutor:

Aims & Objectives

· To support existing knowledge and understanding

· Update on new legislation and changes within the law

· Opportunity to discuss issues of concern

Cost: 

£55

Venue:
TBC
Date:

18th November  
Time:

09.30 ~ 13.00

Lunch:
Half day session

December
Recruitment and Retention
Managers and those with HR responsibilities

Tutor:

Aims & Objectives
· Stages of recruitment and selection

· Designing and preparing the documentation

· Attracting candidates

· Short listing

· Contracts of employment

· Staying within the law

Cost: 

£55
Venue:
TBC
Date:

03 December 
Time:

09.30 ~ 13.00

Lunch:
Half Day session

TITLE CME TBC

Part of Nurse /HCA CME Programme 

Tutor:

Cost: 

Free to CME Members


£20 places available to non members

Venue:
MK Post Grad Centre
Date:

12th December  
Time:

090.30 ~ 16.30

Lunch:
Provided
