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GPA INFO plus

Practice Information Sheet – Template

Providing written information about a Practice helps patients to communicate the range of services, billing procedures and after hours arrangements available.

Under the RACGP Standards for General Practices 3rd Edition, a Practice Information Sheet that has been photocopied, typed or electronically generated is acceptable.  A Practice Information Sheet must also comply with the AMA Code of Ethics 2004 relating to advertising. 
It is essential that the following are included on the Practice Information Sheet:

· Names of the GP(s) working at the Practice;

· Names of staff providing clinical care to patients (subject to their consent);

· Practice address and telephone number(s);

· Consulting hours; and

· Arrangements for care outside the Practice’s normal hours including a contact telephone number.

Best practice also requires the inclusion of the following details on the Information Sheet:
· How patients can obtain longer consultations;

· The Practice policy on receiving and returning telephone   calls;

· Arrangements for home and other visits;

· Procedure by which patients are alerted for follow up of results;

· Costs of consultations;

· Policy on the use of patient health information;
· The Practice process for patients to provide feedback and/or complaints and contact details for the state/territory health complaints agency.

· Where appropriate, the information sheet could be made available in languages other than English

Reference: RACGP Standards for General Practices 3rd Edition
The following Practice Information Sheet Template is a guide to helping you develop your own Practice Information Sheet for your Practice. It includes essential information and non-essential information.

Practice Name

Address

Phone Number & Fax Number

Surgery Hours: Include weekday hours and weekend hours.


Practice Doctors


Names of General Practitioners working in the Practice. This could also include their qualifications and specialised areas of medicine.


Practice Nurse


Names of Practice Nurses working in the Practice (subject to their consent)


Practice Manager


Name of Practice Manager working in the Practice (subject to their consent)


Receptionist


Names of Receptionists working in the Practice (subject to their consent)


Practice Services


Detail services provided by the Practice


After hours & Emergency


Detail arrangements for after hours care and emergencies. Including telephone number.


Appointments: 


Outline how a patient can obtain a consultation and policy for urgent cases. 


Long Consultations: �Outline procedure for requesting a longer consultation.








Walk In Appointments:�Outline procedure for patients for ‘walk in’ appointments (if applicable)


Home Visits


Outline procedure for patients when requesting a home visit.


Billing Arrangements


Briefly outline your billing system.


Telephone Calls & Communication with Doctors


Outline the Practice’s policy on receiving and returning telephone calls and if applicable; electronic communication.


Recall & Reminder System


Outline the Practice’s Recall & Reminder System including the procedure for obtaining patients consent.


Management of your Personal Health Information


Outline the Practice’s security measures for keeping their medical records confidential.


Patient Feedback


Outline the Practice’s patient feedback and complaints policy.


Health Complaints Agency


Include contact details for State health complaints agency or ombudsman.













