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 Practice Staff Educational Programme
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20th March 2012
The David Anderson Building, Aberdeen

09.30 – 12.30
(Registration from 09.00)
Course Summary

The purpose of the workshop is to help reception and office staff understands their contribution to risk management and reduction in the practice.  The session covers risk management in general with a focus on risk procedures, particularly results handling.   This workshop has been updated to take into account working effectively with electronic results handling systems.

· Understanding some theory of risk management and its relevance to receptionists
· Identify areas of risk to patients in administrative systems
· Identify important actions are identified and taken 
· Know hot to identify and handle sensitive results
· Make sure actions are identified and taken
· Describe the advantages and disadvantages of a results tracking system
· Identify risks to patients in your practice’s system and the receptionist’s role in minimising these
Target Audience

This event is suitable for new and existing practice staff wishing to increase their knowledge, understanding and confidence with Risk in the practice including Risky Results.
Facilitator – Fiona Dalziel

Delegate Fee inc VAT - £50.00
Booking Deadline 4pm Friday 24th February 2012
Places are strictly limited and will be allocated on a first come basis. 

For more information or to make a provisional booking contact the RCGP Events Team -




Laura-Anne Stevenson





01224 558048

Laura-ann.stevenson@nhs.net 

Grampian.rcgpevents@nhs.net
Booking Form 
Risk in the Practice including Risky Results 
(Please print)


Tuesday 20th March 2012
Practice:

…………………………………………………………………………… 

Practice Address:
…………………………………………………………………………….

…………………………………………….. …………………………….
Post Code

….....................................................   

Tel No: ………………………………….           Fax No: ……………………………

Email:  
……………………………………………………………………………………………….
Names of Delegates Attending and Job Titles: 

……………………………………………………………………………………………………
…………………………………………………………………………………………………...
……………………………………………………………………………………………….…

No of delegates …………… @ £50.00 each.  

Please find enclosed a cheque payment of £……………………….

Cheques should be made payable to "RCGP".

Applications deadline Friday 24th February 2012
Please return completed application forms to: -

RCGP Events Team, The David Anderson Building, Foresterhill, Aberdeen AB25 2ZP

Laura-Anne Stevenson


laura-ann.stevenson@nhs.net





Grampian.rcgpevents@nhs.net
Confirmation of your booking will be sent, along with directions to the venue. 



CANCELLATION & DATA PROTECTION

In accordance with the Data Protection Act 1998 personal data collected on this form will only be used for the purpose of course administration as required by the College and may be disclosed to appropriate bodies/organisations associated with such courses and to other course attendees.

Cancellation Policy

Notification of cancellation or charges must be notified in writing to the office 1 week prior to the course. After this date the full course fee will apply.
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