Guide to Information provided by GPs under the model publication scheme

Under the Freedom of Information Act 2000 all public authorities are required to have and operate a publication scheme
approved by the Information Commissioner. Doctors providing medical services under most contracts with the NHS in
England, Wales and Northern Ireland are public authorities in respect of information relating to those services.

It is the intention of the Information Commissioner that all public authorities should adopt and operate the one model
scheme that has been approved. This is a very general scheme based on the principal that all public authorities need to
recognize the public interest in the transparency of the services provided for and paid for by the general public. It is a
commitment to make information easily available to the public.

Note: The scheme is only for information held as a public authority and does not include any information that is
not held, is held for other purposes or would be exempt from release.

The scheme requires three documents to be considered:

® the model scheme itself;
® our guidance on adopting and operating the scheme; and,

® aguide provided by the public authority indicating what information will be provided, how it will be provided and
whether any charge will be made for its provision.

To assist medical practitioners who are public authorities we have produced the outline of a guide for their use. They
should consider expanding elements of it to provide greater explanation and additional information where this can be
done. For example if there are specific plans for the provision of NHS services these could be detailed. It is not
necessary to submit the guide completed by the practice for approval.

We recognize that it is unlikely that GPs are going to have registers available for public inspection and while this
remains the case “None Held” can be entered in this section. Under policies and procedures we have listed the policies
we would expect practices to have. Again if this is not the case, “Not held” can entered in the relevant part. Any
additional policies should also be listed.

Fees should be requested only where this is done in accordance with our guidance.

1CO

Information Commissioner’s Office

Promoting public access to official information

and protecting your personal information



Drs Molony, Stillman & Partners

Author: Practice Manager
Compiled: Dec 2008
Reviewed:

Next Review: Dec 2009

Freedom of Information Publication Scheme

Information available from Drs Molony, Stillman & Partners under the Freedom of Information
Act model publication scheme

Information covered by this scheme is only about the primary, general or personal medical services we provide under
contract to the National Health Service.

Where information is requested as a hard copy this is available from the Practice Manager by contacting:
The Practice Manager, The Sturry Surgery, 53 Island Road, STURRY, Kent, CT2 OEF.
Tel. 01227 710372

Your Rights to Information:

¢ |n addition to accessing the information identified in the Publication Scheme, you are entitled to request information about the
Molony, Stillman & Partners’ Practice under the NHS Openness Code 1995.

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

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

¢ New environmental information regulations may be introduced which will enable similar access to environmental information as
under the Freedom of Information Act 2000.

e Under the Data Protection Act 1998, you are also entitled to access your clinical records or any other personal information held
about you. If you need to do this please contact the Practice Manager at The Sturry Surgery, 53 Island Road, STURRY, Kent,
CT2 OEF .



Information to be published How the information Cost
can be obtained
(eg hard copy, website)
Class1 - Who we are and what we do
(Organisational information, structures, locations and contacts)
This will be current information only
Doctors in the practice Website Free
Practice Leaflet (1 copy) Free
Practice Leaflet (additional | 50p ea
copies)
Hard copy (viewed on-site) | Free
Hard copy (personal copy) 15p per sheet
+ p&p
Contact details for the practice (named contacts where possible with Website Free
telephone number and email address (if used)) Practice Leaflet (1 copy) Free
Practice Leaflet (additional | 50p ea
copies)
Hard copy (viewed on-site) | Free
Hard copy (personal copy) 15p per sheet
+ p&p
Opening hours Website Free
Practice Leaflet (1 copy) Free
Practice Leaflet (additional | 50p ea
copies)
Hard copy (viewed on-site) | Free
Hard copy (personal copy) 15p per sheet
+ p&p
Other staffing details Website Free
Practice Leaflet (1 copy) Free
Practice Leaflet (additional | 50p ea
copies)
Hard copy (viewed on-site) | Free

Hard copy (personal copy)

15p per sheet
+ p&p




Class 2 — What we spend and how we spend it
(Financial information relating to projected and actual income and
expenditure, procurement, contracts and financial audit)

Current and previous financial year as a minimum

The Practice will provide
details of the total income
received from the PCT for the
main categories of income.

Total cost to the PCT/LHB/HSSB of our contracted services. Website Free
Hard copy (viewed on-site) | Free
Hard copy (personal copy) 15p per sheet
+ p&p
Class 3 — What our priorities are and how we are
doing
(Strategies and plans, performance indicators, audits, inspections and
reviews)
Current and previous year as a minimum
Plans for the development and provision of NHS services Website Free
Hard copy (viewed on-site) | Free
Hard copy (personal copy) 15p per sheet
+ p&p
Class 4 — How we make decisions
(Decision making processes and records of decisions)
Current and previous year as a minimum
Records of decisions made in the practice affecting the provision of Hard copy (viewed on-site) | Free
NHS services Hard copy (personal copy) 15p per sheet
+ p&p

Class 5 — Our policies and procedures
(Current written protocols, policies and procedures for delivering our
services and responsibilities)

Current information only (mark “not held” against any policies not
actually held)




Policies and procedures about the employment of staff Hard copy (viewed on-site) | Free
Hard copy (personal copy) 15p per sheet
+ p&p
Internal instructions to staff and policies relating to the delivery of Hard copy (viewed on-site) | Free
services Hard copy (personal copy) 15p per sheet
+ p&p
Equality and diversity policy Hard copy (viewed on-site) | Free
Hard copy (personal copy) 15p per sheet
+ p&p
Health and safety policy Hard copy (viewed on-site) | Free
Hard copy (personal copy) | 15p per sheet
+ p&p
Complaints procedures (including those covering requests for Hard copy (viewed on-site) | Free
information and operating the publication scheme) Hard copy (personal copy) 15p per sheet
+ p&p
Records management policies (records retention, destruction and Hard copy (viewed on-site) | Free
archive) Hard copy (personal copy) 15p per sheet
+ P&p
Data protection policies Hard copy (viewed on-site) | Free
Hard copy (personal copy) 15p per sheet
+ p&p
Policies and procedures for handling requests for information Hard copy (viewed on-site) | Free
Hard copy (personal copy) 15p per sheet
+ p&p
NHS Constitution Web site Free
Hard copy (viewed on-site) | Free
Hard copy (personal copy) 15p per sheet
+ p&p
Patients charter Not held
Class 6 — Lists and Registers
Currently maintained lists and registers only
Any publicly available register or list (if any are held this should be publicised; | None held

in most circumstances existing access provisions will suffice)




Class 7 — The services we offer
(Information about the services we offer, including leaflets, guidance
and newsletters produced for the public)

Current information only

The services provided under contract to the NHS Website Free
Practice Leaflet (1 copy) Free
Practice Leaflet (additional | 50p ea
copies)
Hard copy (viewed on-site) | Free
Hard copy (personal copy) 15p per sheet
+ p&p
Charges for any of these services Hard copy (viewed on-site) | Free
Hard copy (personal copy) 15p per sheet
+ p&p
Information leaflets Hard copy (viewed on-site) | Free
Hard copy (personal copy) Free
Out of hours arrangements Website Free
Practice Leaflet (1 copy) Free
Practice Leaflet (additional | 50p ea
copies)
Hard copy (viewed on-site) | Free
Hard copy (personal copy) 15p per sheet

+ P&p




Classes of Information

Class 1: Who we are and what we do

Drs Molony, Stillman and Partners operate from two sites at the Sturry Surgery, 53 Island
Road, Sturry, Kent, CT2 OEF and the Canterbury Health Centre, 26 Old Dover Road,
Canterbury, Kent, CT2 3JH. The following staff work in the practice:

Dr J P Molony - Managing Partner - Full Time
Dr K Stillman - Partner - Full Time
Dr S Greaves - Partner - Full Time
Dr J Lilley - Partner - Full Time
Dr | Sutherland - Partner - Full Time
Dr P Toon - Salaried - Part Time
Dr A Firth - Salaried - Part Time
Dr R Jolliffe - Salaried - Full Time
Dr E Rossini - Salaried - Full Time
Dr M Palanisamy - Salaried - Full Time
Mrs J Walker - Senior Practice Nurse - Part Time
Mrs W Siddle - Practice Nurse - Full Time
Mrs L Peckham - Practice Nurse - Part Time
Mrs L Hamilton-Box - Practice Nurse - Part Time
Mrs C Wain - Health Care Assistant - Part Time
Mrs S Williams - Health Care Assistant - Part Time
Mr J Lawrence - Practice Manager - Full Time
Mrs L Caldwell - Supervisor / Secretary - Full Time
Mrs L Peacock - Reception Co-ordinator - Part Time
Mrs S Harris - In-House Clinic Co-ord - Part Time

The Practice also employs Administration staff including Receptionists and Secretarial
staff and Doctors who are learning about the speciality of General Practice.

The Practice opening times and Out of Hours cover are as follows:

The Sturry Surgery - 0830 to 1830 Monday
0830 to 2000 Tuesday
0700 to 1830 Wednesday
0830 to 1830 Thursday
0830 to 1830 Friday

The Canterbury Health Centre - 0830 to 2000 Monday
0700 to 1830 Tuesday
0830 to 1830 Wednesday
0830 to 2000 Thursday
0830 to 1830 Friday

Out of Hours cover between the hours of 1830 and 0800 and on weekends and Bank
Holidays is provided by South East Health Ltd.



For all general enquiries please call reception on one of the numbers below:
Sturry Surgery: 01227 710372
Canterbury Health Centre: 01227 452444

If you would like to speak to the practice manager please call 01227 710372 and ask for
Mr Jeremy Lawrence. Alternatively you may write to him at the Sturry Surgery, 53 Island
Road, Sturry, Canterbury, Kent. CT2 OEF.

The Local NHS Structure:

The Molony, Stillman & Partners Practice is part of the Eastern & Coastal Kent Primary
Care Trust. The headquarters for the PCT is Brook House, John Wilson Business Park,
Reeves Way, Chestfield, Whitstable, Kent. CT5 3QY.

The NHS is a very large part of the public sector. A full list of local General Practices can
be found on the Primary Care Trust web site (www.eaaternandcoastalkent.nhs.uk ) or the
NHS web site ( www.nhs.uk) .

There is a national NHS Plan that explains how the NHS is changing and sets out how the
different parts function and work together. A copy is available on the Department of Health
website.

The Molony, Stillman & Partners Practice provides general medical services for the
geographical area of Sturry, Fordwich, Hersden, Upstreet, Chislet, Marshside, Hoath,
Broad Oak, Canterbury City Centre, St Stephens, Tyler Hill, Rough Common, Blean,
Harbledown, Thanington, Bridge, Littlebourne and the Stodmarsh Road.

This Practice aims to follow National Institute for Clinical Excellence (NICE) and National
Service Framework (NSF) Guidelines. Copies of these can also be found on the NICE
website or the Department of Health website.

A full list of services is shown in Class 7 below.

This Practice has a local Personal Medical Services (PMS) contract with the Primary Care
Trust.

When requesting information some areas may be withheld, such as personal and

confidential information about individuals which is protected by the Data Protection Act
1998.

Class 2: What we spend and how we spend it

The total amount of funding received by the practice for service delivery from
the Eastern & Coastal Kent PCT was:

2006/7 = £1,568,624
2007/8 = £1,676,530

A breakdown of the total income by category is available from the practice
manager on request.



Class 3: What our priorities are and how we are doing

The Practice aims to provide the highest standards of care to our patients in a timely,
efficient and friendly manner. To support this we encourage on-going training for all of our
staff and actively seek feedback from our patients on how we are doing by conducting
annual satisfaction surveys. We are constantly looking at the services we provide to
ensure that they meet the needs of our patients and provide value for money, and to this
end we are actively engaged in Practice Based Commissioning and involve our patient
representative group in our decisions on how services are developed.

Our main priorities currently are to provide flexible appointments to allow sufficient
appointments to be booked in advance for non-urgent cases while also having enough that
can be booked on the day for those with acute needs. We are also trying to provide more
services in-house so that patients do not have to travel as far for their treatment.

Details of our achievement within the Quality and Outcomes Framework are available from
the NHS IC website http://www.ic.nhs.uk/

Class 4: How we make decisions

Management decisions are taken at regular Partners meetings, minutes of
which are available on request from the Practice Manager. Please note that
minutes released under the FOI scheme will have any information protected
under the Data Protection Act removed, such as patient identifiable or
commercially sensitive information.

Clinical decisions are taken at both Partners meetings and Clinicians

meetings. Clinicians meetings are held monthly and minutes are available in
the same way.

Class 5: Policies and procedures

The practice develops and operates a wide variety of policies and procedures under the
categories mentioned in the guide to this scheme. They are reviewed and updated
regularly, and copies of current policies can be obtained from the Practice Manager.

Class 6: Lists and registers

The practice does not hold any publicly available registers or lists.



Class 7: The services we offer

The Practice provides the following services. Where these are provided in partnership
with other organisations, the partner organisations are detailed: -

Service In partnership with...
Baby clinics (Health Visitors) The Primary Care Trust
Cervical Cytology
Child Health Surveillance (Health Visitors) The Primary Care Trust
Contraceptive services
Counselling KCA
Disease Management clinics
Dispensing (Part Service)

District Nurse The Primary Care Trust
Flu clinics

General Medicine} The Primary Care Trust
General Surgery} Specific Consultant Service The Primary Care Trust
Gynaecology } The Primary Care Trust

Health Promotions clinics (well man/woman)
Immunisations

Maternity services (Health Visitors) The Primary Care Trust
Simple Minor Surgery services

Podiatry services The Primary Care Trust
Travel clinics

The following services require information sharing, with other agencies:

Baby Clinics

Child Health Surveillance
Counselling Services

District Nurse Services

General Medicine / Surgery Services
Gynaecology Services

Maternity Services

Podiatry Services

The majority of the services above are funded by the NHS and so there is no cost to the
patient at the point of delivery, provided they are eligible for free NHS care. However, there
are a number of vaccinations which may be recommended for travel purposes which are
not covered by the NHS in all circumstances, and these will be charged to the patient
should they wish to have them. The following list shows the current charges for
vaccinations for patients who do not qualify to receive them on the NHS:

Rabies
Complete course of 3 =£120
Each Booster = £40
Japanese encephalitis
Complete course of 3  =£120
Each Booster = £40

Payable in advance



Meningitis ACWY
Each Dose = £40
(Lasts for 5 years)

Hepatitis B
Complete Course of 3 =£120
Each Booster = £40

Tick—borne Encephalitis
Each dose = £50 per dose

Payable in advance

Information leaflets

The practice holds a wide variety of information leaflets to inform patients about various
health problems as well as health promotion. These can be obtained from the surgery free
of charge.

Out of Hours arrangements

Out of Hours cover on Mon — Fri between the hours of 1830 and 0800 and on weekends
and Bank Holidays is provided by South East Health Ltd. Your call will be automatically
transferred to South East Health if you ring the surgery during these times, or you can
contact them directly by ringing:

Tel. 0844 800 1234

You may also contact NHS direct for nurse led health information and advice on

Tel. 0845 4647

Or you can visit their website at:

www.nhsdirect.co.uk




