Llandaff & Pentyrch Surgery 

Dahlia
'Bishop of Llandaff'

Website: Llandaffsurgery.co.uk

Llandaff Surgery







19a High Street, Llandaff, Cardiff, CF5 2DY
Tel: 029 20576675

Fax: 029 20553295



Email: Practice manager tracey.enright@wales.nhs.uk
Pentyrch Surgery
The Village Hall, Heol Y Bryn, Pentyrch, CF15 9PY
Tel: 029 20891978

Email: enquiries.1@gp-w97619.wales.nhs.uk
Please read this leaflet.  It will help you to get the best from the services offered.  If you do not understand any of the information please ask a doctor or other member of staff.

Opening Hours

	Llandaff Surgery
	Pentyrch Surgery

	Monday       8 a.m. – 18.30 p.m.
	Monday         8 a.m. – 18.00 p.m.

	Tuesday      8 a.m. – 18.30 p.m.
	Tuesday        8 a.m. – 18.00 p.m.

	Wednesday 8 a.m. – 18.30 p.m.
	Wednesday   8 a.m. – 18.00 p.m.

	Thursday     8 a.m. – 18.30 p.m.
	Thursday       8 a.m. – 13.00 p.m.

	Friday          8 a.m. – 18.30 p.m.
	Friday            8 a.m. – 13.00 p.m.


THE PRACTICE TEAM

Doctors
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 Dr M Arulanandam – MBBS, DA
 Dr R Stone – MRCGP., MB BS
 Dr N Potter – BSc, MBBCh, MRCGP
 Dr J Rankine – MBBS, BMed Sci., MRCGP., DRCOG., DFFP
Practice Nurse
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Sister Heather Davies – R.G.N., Specialist Practitioner, 

Diploma in Minor Ailments
Sister Susan Burge – R.G.N.
Sister Jennifer Larcombe – R.G.N.
Healthcare Assistant
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Michelle Yaxley 
Andrea Craig 
Practice Manager
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Tracey Enright – A.H.C.P.A. Dip, Cert.Business Management                             

Reception/Administration Staff
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Kim Prusak
Sharron Morgan

Sara Jenkins

Ellie Nicholas

Michelle Niblett

Melanie Morgan

Gavin Cox
Welcome to Llandaff and Pentyrch Surgery
We pride ourselves on being a small friendly practice.  We aim to give you the best possible standard of care.  Your treatment will be given after discussion with the most appropriately qualified member of our team.  It is important that you understand all the information offered to you so if in doubt please ask.
This leaflet provides a brief outline of our practice, if you require any other information please speak to a receptionist who will be happy to assist you.
The Practice has suitable access for disabled patients.  We also have a loop-hearing device for the hard of hearing. If you have a specific need please let us know.  Ask at the reception for details

We look forward to a long and healthy relationship with you.

Practice Area and Registration
Llandaff and Pentyrch Surgery do not discriminate on grounds of race, gender, social class, age, religion, sexual orientation or appearance, disability or medical condition.

We welcome requests for registering from patients living or moving to the practice area.  Please ask at reception for detail of the practice area.
Prospective patients are asked to supply photographic ID (e.g. passport, driving licence), proof of address (e.g. utility bill, telephone bill), and to complete a registration form with their personal details and a simple health questionnaire.  If registering children please also bring along their red book or copies of childhood vaccinations.
If you are a foreign national now living in the UK for the first time, you might need to additionally provide proof of identity and reasonable proof that you are permanently resident in the UK for a period of 6 months or longer (Employment offer, confirmation of place to study).

You will be registered with the practice as a whole but you are free to choose which doctor you wish to see.  Please note however that it may not always be possible for you to see your preferred doctor especially if you’re being seen as an urgent patient.

If you change address or contact telephone numbers

Please notify us straight away if you move address or change your home and/or mobile telephone numbers.  If you move, please speak to a receptionist at the surgery to see whether your new address is still within our practice boundaries.  If you move out of the practice area you will need to register with a new practice as soon as possible.


Confidentiality and Access to Patient Records
Use of Computers, Personal Health Information and Data Sharing

We respect your right to privacy and keep all health information confidential and secure.  This information is only available to those involved in your care and/or those to whom you have given permission.
We are registered under the Data Protection Act and have rigorous systems in place to protect your confidentiality.

No information from your health records is passed to a third party without your consent.

However in order for us to give you the best possible care it may, at times, be necessary for us to discuss your health needs with other health professionals.  In this situation we would not ask your permission beforehand.
Research

This Practice contributes to the improvement of patient care through good quality ethical research.  You may be asked if you would be willing to participate in any relevant research projects, but this will always be discussed with you.  Prior discussion and consent will always be requested beforehand.
Taking part in such studies enables patients to receive investigations/treatment that they would not necessarily routinely receive under the NHS.
Medical Students
At times during consultations our GP’s undertake the teaching of medical students.  Patients will be advised when a medical student is in attendance.  If you do not want a medical student present during your consultation please inform the receptionist or the GP.   Patients will always be asked for consent for a student to be present before the start of a consultation. 
Welsh GP Record: A Welsh GP Record is a summary of important information from your full GP medical record.  As the name suggests, the record will not contain detailed information about your medical history, only important health information such as whether:

· You are taking any prescription medication or have been prescribed medication in the last two years.

· You have any allergies

· You’ve previously had a bad reaction to any medication

· You have any current problems or diagnosis

· You have any recent test results in the last 12 months

It does not include any private discussion you have had with your GP.  If you would like more information please go to ww.gprecord.wales.nhs.uk
Access to Health Records
You have the right to see your health records written since 1st November 1991, subject to limitations of the law.
How to Book an Appointment
All consultations are by appointment.  Only one patient per appointment.  Any urgent cases will be seen that day.  When booking an appointment it is helpful if you can let the receptionist know the reason for the appointment as some procedures can only be performed by certain staff members and others require extended appointments such as smears and spirometry.  
Appointments with the GP

Morning appointments with the GP are booked on the day by telephone between 8.00 a.m. and 8.30 a.m., when a same day appointment will be allocated between 9.00 a.m. and 11.30 a.m. 

Morning appointments between 8.30 and 8.50 a.m. can be booked in advance.

All afternoon appointments are bookable in advance.
When all morning time slots are gone, a message will be taken which will be triaged by a GP, an emergency appointment will be allocated if appropriate. 

Appointments with the Practice Nurse

Morning and afternoon appointments are available with the Practice Nurse, these appointments can be booked in advance.
DNA (Did not attend) Policy
Our practice currently operates a DNA (did not attend) policy.  Please let us know as soon as possible if you are unable to attend your appointment.  Failure to do so may result in de-registration from the practice.
Speaking to a Doctor or Nurse

There are no specific times to speak to a doctor or nurse as availability is variable.  The receptionist will take your details and the most appropriate doctor or nurse will call you back when they are available.  Urgent medical calls will be put through to the On-Call doctor immediately.

Home Visits

In order to ensure the best use is made of your GP services, please attend the surgery whenever possible.  If you are too ill to attend the surgery and require a home visit please telephone before 10.30 a.m.  The doctor may ring you to assess the situation.  Please remember a doctor can see up to four patients in the surgery in the time it takes to make a home visit and patients can also be examined more thoroughly in a surgery environment.  Home visits are clinically appropriate in cases involving the terminally ill and the truly housebound patients for whom travel to the premises would cause deterioration in their medical condition.  Lack of transport is not a reason to request a home visit.
Practice Nurses

The Practice Nurses carry out a wide range of nursing procedures at the surgery.  These include giving health education and advice, the monitoring of some long-term medical conditions, cervical smears, contraception advice, immunisations, travel advice, wound management, COPD monitoring, asthma and diabetic reviews, blood pressure monitoring, chronic disease monitoring, flu and shingles vaccinations, minor ailments for patients over the age of 12 years, including chest infections, sore throat, coughs, colds, flu like symptom, ear pain, gastroenteritis, contraception, chronic disease reviews.
COMMUNITY PHARMACY COMMON AILMENT SERVICE
The Common Ailment Service is a free NHS service that patients can access for advice and treatment.  These are:-
Acne



Athletes Foot



Backache (acute)

Chickenpox


Cold Sores



Colic

Conjunctivitis (bacterial)
Constipation



Dermatitis (acute)

Diarrhoea


Dry Eye



Haemorrhoids

Hay fever


Head Lice



Indigestion/reflux

In-growing toenail

Intertrigo/ringworm


Mouth Ulcers

Nappy rash


Oral thrush



Scabies

Sore throat/tonsillitis
Teething



Threadworm

Vaginal thrush

Verruca

This service is available at:-

Lloyds Pharmacy




Health Plus Pharmacy
1-2 Chestnut Road




93 Station Road
Fairwater Green




Llandaff North

Fairwater





Cardiff

Cardiff

Tel: 029 20563828




Tel: 029 20564038

Opticians – Stewart Greenburg


Radyr Eye Care
52 High Street




14 Station Road
Llandaff





Radyr
Cardiff






Cardiff
Tel: 029 20566024




Tel: 029 2084 2255
Help When the Surgery is Closed
OUT-OF-HOURS URGENT BUT NON-EMERGENCY HELP:  General medical advice can be obtained from NHS Direct on 0845 46 47.  If you require medical attention between 6.30 p.m. and 8.00 a.m. which cannot wait until the surgery re-opens please call the out of hours service on 029 20444500

OUT-OF-HOURS EMERGENCY HELP

If you have a medical emergency such as chest pain, difficulty breathing, signs of stroke or severe bleeding etc, please dial 999 for an ambulance.

Repeat Prescriptions
When you first join the practice, if you are on repeat medication, it is important to make an appointment with the doctor before your current supply runs out.  Please bring either all of your medication or the repeat slip from your previous doctor to this appointment.  
If you take certain medication on a regular basis, your doctor may authorise you to obtain a repeat prescription from the surgery (please note that this does not apply to all medications).  You will also be asked to have a medication review either face to face or by means of a telephone conversation from time to time.
Your prescription has a tear off section, which lists the names and doses of your medications.  TICK ONLY THE MEDICATION YOU REQUIRE.  Your request should be posted or faxed to the surgery, placed in the prescription box which can be found in the waiting room or you can order online using MyHealth Online (please ask at reception for more information).  Please make sure requests are clear and a telephone number is provided in case the doctor needs to contact you.

NB: some pharmacies offer a repeat prescription service and will arrange for ordering and preparing your prescriptions.  Please ask at your local pharmacy:  Please ensure your chosen pharmacy only orders your requested medication.

Please note that we need 48 hours for any prescription request – this includes hospital outpatient’s prescriptions.  Please allow additional time if requests are being dealt with via the post.  Prescriptions handed in during the afternoons will not begin the 48 hours process until the next working day.

In order to avoid potentially dangerous errors we regret that we cannot take repeat prescription requests over the telephone.  All requests must be made in writing or requested using the MyHealth Online Patient Access system.

Results
Patients can obtain results of tests they have had by ringing the surgery in the afternoon between 2.00p.m. and 4.00 p.m. Monday to Friday.  Results will only be given out to the patient concerned or, in the case of children, their parent or legal guardian unless the patient has consented otherwise.  Results are normally available in the surgery 5 working days after your test.
STAFF ATTACHED TO THE PRACTICE
Community Midwives
Our community midwives work with the doctors to care for mothers before, during and after delivery.  The midwife has a clinic once a week at the practice on a Tuesday afternoon between 12.00 p.m. and 2.40 p.m.  If you need to see the midwife, please telephone to make an appointment.
District Nurses
We have district nurses assigned to our practice who are experienced and well qualified to assess the immediate and long-term needs of patients and their families in the community.  They can provide skilled nursing care and work closely with other professions in the community to enhance continuity of care.  If you are unable to come to the surgery, by agreement with your doctor a district nurse can visit you at home to perform nursing procedures.

Health Visitors
Health Visitors provide information, advice and support to families of young children and run a clinic once a week at the practice.  The Health Visitor is available at the surgery on Tuesday afternoon between 1.00p.m. and 2.30 p.m.  If you wish to see the Health Visitor please telephone to make an appointment.

Pharmacist
We have a Pharmacist assigned to our practice who is experienced and well qualified to assess the prescribing needs of patients and their families.  They can provide skilled knowledge of patient’s medication and work closely with our GP’s to enhance continuity of care.  The Pharmacist may invite you to attend for a medication review rather than your normal GP.  If you are unable to come to the surgery, by agreement with your doctor the Pharmacist can visit you at home to perform a medication review.

Counsellor
Patients can be referred to the counselling service once assessed by a GP.      

Services Available at our Surgeries

	Asthma and COPD Management
	Blood Pressure Tests

	Child Immunisation
	Diabetic Management

	ECG
	Phlebotomy

	Spirometry
	Travel Vaccinations and advice

	Wound Management/Dressing
	Antenatal Care

	Contraceptive Services
	Coil/Implant fitting

	Cervical Smears
	Well Baby Clinic

	Chronic Disease Management
	Joint Injections

	Anticoagulation Clinics (INR)
	


Diabetic, Asthma, COPD, Heart Disease, Thyroid Monitoring
The nurses have regular appointments for chronic disease monitoring and the surgery has an invitation process to ensure that you receive your annual reviews.

Flu, Shingles and Pneumonia Vaccinations
Each October/November we offer flu vaccinations to patients over 65 or who are at special risk.  Pneumonia vaccinations are available to patients that are over 65.  Please ask at reception for more details.
Shingles vaccinations are offered to patients of particular ages; please ask at reception to see if you are eligible.

Travel Vaccinations
If you are travelling outside Northern Europe, North America and Australia you should seek advice about travel vaccinations from one of the Practice Nurses at least 6 weeks before your departure date (appointments can be booked up to 4 weeks in advance).  Some vaccines are chargeable.
Fitness to Work Certificate
To be certified sick you are normally required to see one of the doctors.  Doctors will not issue a certificate for the first seven days or sickness.  You should obtain a self-certificate form SC2 from your employer or download a copy from the HMRC website (https://www.gov.uk/statutory-sick-pay/how-to-claim)
If your employer asks you to obtain a doctor’s certificate for the first seven days of sickness please ask, in writing, for a private sick note for which a fee is payable.  A receipt will be issued for this.  If you are still ill after seven days, ask your doctor for an NHS fitness to work certificate.  Please note that the doctor cannot issue a certificate without speaking to you.

Referral to Hospital or other Service (NHS/Private)

NHS
Medical staff will advise you of the treatment they think is most appropriate.  No care or treatment will be given without your informed consent.  If a doctor agrees that a routine referral is necessary, this will be completed and the hospital will contact you in due course.

Private

Private referral letters can also be arranged and may take five working days to complete.  Appointments should not be made with the consultant until you have the referral – either by post or collection.

OTHER PRIVATE SERVICES
Private Medicals
These include employment, HGV and insurance medicals.  We perform these outside our routine consultations by arrangement.  A fee will be charged.  Please ask at reception or visit our website.  

Insurance reports may take 7-10 working days to complete after we have received them at the surgery.  If you have asked to see a medical report before it is sent, we will contact you.  You have 21 days to come into the surgery and make any comments before the report is returned to the insurance company.

Private Medical Insurance and Miscellaneous Forms
BUPA/PPP forms, holiday cancellations, social support claim forms etc.  We need 7-10 working days to process.  Some of these will incur a charge.  Please note these are NOT dealt with during routine consultations.
Information
We will give you full information about the services we offer and every effort will be made to ensure you receive any information which directly affects your health and the care being offered.

Healthcare Providers
People involved in your care will give their names and ensure you know how to contact them.
Waiting Times
We run a 10 minute appointment system in the practice.  You will be given a time at which you should be seen, however due to circumstances beyond our control you may not be seen at that time.  

Please try and keep appointments or tell us as soon as possible if you can not.  Do not save up a lot of different problems for a single 10 minute appointment, only one problem will be dealt with at each consultation.  Please do not call doctors out of surgery hours except for a genuine emergency.
Chaperones
If you would like a chaperone present during your consultation, then please advise the receptionist when booking your appointment.  Or if you prefer bring a relative or friend with you to your consultation
Telephone 

We will try to answer the telephone promptly.  Please try and keep your phone call brief and try to avoid calling during peak morning times for non urgent matters.

If you feel you need to speak to a doctor, the reception staff will take a message and the on-call doctor should be able to get back to you on the same day.
Your Rights and Responsibilities
You will be treated as an individual and will be treated with respect and courtesy at all times, irrespective of your ethnic origin, religious belief, personal attributes or the nature of your health problems.  In return we ask for your patience and co-operation when dealing with your health care needs.

Respect
We ask that you treat the doctors and all the practice staff with the same courtesy and respect.

Practice’s Rights
The doctors and staff at the surgery have very demanding and challenging jobs and all our staff involved in patient care endeavour to support patients in an empathic and professional way.

Zero Tolerance Policy
We have a Zero Tolerance Policy. All members of staff have the right to be spoken to in a courteous manner and to carry out their work without the threat of violence or intimidation.  Violent or abusive patients will be requested to leave the premises and register with another practice.  Criminal acts will be reported to the police.
Feedback and Complaints
Our aim is to provide the best possible care and we welcome any feedback, suggestions or comments as a positive way of improving the services we offer.

The Practice Manager is responsible for dealing with any complaints and you can contact her at Llandaff Surgery.  There are a number of ways in which you can make a complaint.  We have a form that can be collected from reception, you may provide feedback through our website or you may visit the surgery.  Further information is available in the complaints leaflet which can be requested from reception staff.

Interpretation Services
If you require an interpreter please let the patient co-ordinator know at the time of booking your appointment and this can be arranged for you through language line.
Self Help Information
NHS Wales provides a Choose Well website that provides advice on self help, and also helps you decide where best your care can be managed for minor illnesses.  www.choosewellwales.org.uk
Carers
Useful Contacts:

Cardiff and Vale University Health Board (UHB)
Works with local authorities and voluntary organisations to provide carers with better support and information.  For any carer-related enquiries telephone 029 2074 4307,  029 2074 5692 or email cardiffandvale.carers@wales.nhs.uk
Cardiff Third Sector Council (C3SC)

Provides specialist advice, support, training and information to local third sector organisations on issues including funding and governance.

Telephone 029 2048 5722, email enquiries@c3SC.org.uk or visit www.c3sc.org.uk
Glamorgan Voluntary Services (GVS)
Promotes, develops and supports voluntary action, volunteering and community development in the Vale of Glamorgan.

Telephone 01446 741706, email enquiries@gvs.wales or visit www.gvs.wales
Cardiff Council-Connect 2 Cardiff (C2C)
Telephone 029 2087 2087, email c2c@cardiff.gov.uk or visit www.cardiff.gov.uk
NHS Direct Wales
A health advice and information service available 24 hours a day, every day of the year.  You can call 0845 46 47 if you are feeling ill and are unsure of what to do, or for health information on a wide range of conditions, treatments and local health services.  Visit www.nhsdirect.wales.nhs.uk
For information on benefits, allowances and grants please refer to the Carer’s Handbook.  A copy is available by contact your l=Local Authority – contact details as above.

IMPORTANT INFORMATION
If you wish to seek further support and advice you can contact the local Community Health Council.  Their details are:-

Cardiff and Vale of Glamorgan Community Health Council

Community Health Council Offices

Unit3, Pro-Copy Business Centre

Parc Ty Glas

Llanishen

Cardiff

CF14 5DU

Telephone: 029 2075 01112

Email: Cavog.chiefofficer@waleschc.org.uk
Complaints Advocacy Service
The Community Health Councils (CHCs) work to enhance and improve the quality of your local health service.  We are your statutory and independent voice in health services provided throughout Wales.  Your local CHC can also provide you with free confidential help if you have a problem or complaint with NHS services.  Please call 029 2023 5558 to be put in contact with your local Complaints Advocate:
Putting Things Right
The NHS in Wales aims to provide the very best care and treatment and it is important that we welcome comments and learn from people’s experiences, good or bad.  The vast majority of people are happy with the service they receive.  Sometimes though, things might not go as well as expected.  When that happens, we need to look at what went wrong so we can try to make it better.

The ‘Putting Things Right’ leaflet is a guide for patients and public living in Wales who which to raise a concern about the NHS.

You also have the right to contact the Public Services Ombudsman for Wales:

1 Ffordd yr Hen Gae

Pencoed

CF35 5LJ

Telephone:

0845 6010987

Email:


ask@ombudsman-wales.org.uk
Website:

www.ombudsman-wales.org.uk
Citizens Advice Bureau

Tel: 0844 477 2020

Website: www.adviceguide.org.uk
Where to find us:

Llandaff Surgery is located on the Llandaff High Street.  Llandaff has a regular bus service and a large car park can be found at the top of the High Street, this is pay and display with the first two hours being free of charge. (Please ensure you get a ticket by entering your vehicle registration number when you park your car)
Pentyrch Surgery is located at the top of the community Centre Car Park.  Ample parking is available.

Please ensure that your home/mobile phone numbers and address are kept up to date to allow us to contact you when necessary 
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