
WELCOME TO 

KINGS ROAD SURGERY

Kings Road Surgery is not a limited company. We are a one partner practice plus three salaried GP which provides a full range of health care services for the whole family. The practice area covers Canton, Riverside and Pontcanna areas. In 1994 the practice was awarded the surgery of the year award for South Glamorgan


THE PRACTICE DOCTORS


Dr Suzanne Jordan MBBCH, MRCGP, DRCOG, DFFP Senior Partner. (Female)

Dr Jordan qualified from Cardiff University in 1995. As well as general practice Dr Jordan also has an interest in Women’s Health and in Diabetes

Dr Frances Mullaney MBCHB, MRCGP, DRCOG, DCH Salaried GP (Female)

Dr Mullaney qualified in Leicester in 2004, In addition to general practice she also has an interest in women’s health and paediatrics   

Dr Maria Dyban VRACH, MRCGP, DFFP, DRCOG, LLM  Salaried GP ( female)

Dr Dyban qualified from Russia in 1997. In addition to general practice and working for Cardiff and Vale Health Board she also has an interest in paediatrics, women’s health.


Dr Charlotte Steventon MBBCh, MRCGP Salaried GP (Female)

Dr Steventon qualified from Cardiff University in 2015, In addition to general practice she also has an interest in woman’s health and the menopause 



   






INTRODUCTION




Kings Road Surgery provides the most up to date medical services expected of GPs in the 21st century. We offer asthma and diabetic clinics, cervical screening, baby clinic, ante natal and travel vaccines etc. 





SURGERY OPENING HOURS



Monday 		8.30 – 18.15
Tuesday		8.30 – 18.15		
Wednesday	 	8.30 – 18.15		 
Thursday		8.30 – 18.15		 
Friday 		8.30 – 18.15		 



SURGERY CONSULTATION TIMES


Telephone Lines are open from
8.00am – 18.30pm 
Monday – Friday 


Baby Clinic 	Wednesday 13.00– 16.00(Appointments only)
							
		
Midwife        	Friday 8.30 – 12.30








HOW TO SEE YOUR DOCTOR

Booking  Appointments

We have an appointments system at the surgery; please make sure that you book a separate appointment for each person wishing to see a doctor

· There are am and pm appointments to book every day, a combination of face to face and telephone appointments.
· There are also some book in advance appointments available.
· The telephones are switched over from the Out of Hours Service at 8.00 and patients should contact the surgery as early as possible to get a routine appointment for the same day alternatively patients can ring at any time from 8.00 am to 18.30pm to make book ahead routine appointments.
· You may book appointments over the telephone, or in person at the reception desk where you will be asked about your illness in order that we can care navigate to the correct person.
· You may also contact us through e-consult (www.kingsroad.gpsurgery.net) between 8.30am and 6.30pm Monday to Friday where you will be care navigated to the correct person.
· You may now also request to book routine appointments in advance when available via Email (receptionist.w97067@wales.nhs.uk ). 
·  If you find that you no longer need your booked appointment, please would you contact the surgery to cancel it, other patients will be grateful to have that slot: a lot of GP time is wasted by patients not keeping booked appointments. 

Urgent Appointments

· Urgent cases that cannot wait until a routine appointment is available will be triaged by the Doctor on that day 
· Please remember that if you are fitted in as extra this is addition to the doctor’s full list of booked appointments: therefore, there will only be sufficient time to discuss the urgent problem.

Home Visits

· If you are immobile or too ill to come to the surgery and need a home visit, please call us before 10.30am if possible.
· The receptionist will ask you about your illness, this is to assist the doctor in deciding the degree of urgency of the visiting time.
· The doctor may telephone you to discuss your problem before they visit.
· If you require an urgent visit, please make this clear.
· You may not always be able to see the doctor of your choice.
· Please remember we have better facilities for examining you and arranging special tests at the surgery.



PRACTICE CHARTER

WE WILL:

· Keep the contents of your health records confidential and maintain your privacy.
· Offer same day appointments for urgent problems.
· Provide you with emergency care when you need it.
· Offer appointments for routine matters within the appropriate time scale.
· You may book a health check when you join the surgery.
· Offer advice on disease prevention and health promotion.
· Involve you in discussions on your care and treatment.
· You have the right to express a preference to receive services from a particular Doctor either generally or in relation to any condition. The Practice will endeavour to comply with any reasonable preference, which will be recorded by the Practice.
· Assist you in obtaining help from other professions when this is required.
· Treat you with courtesy and respect regardless of your age, sex, religion, ethnicity, appearance or health needs.
· Maintain standards by ensuring that all doctors and staff undertake continuing education and training.


YOU SHOULD:

· Inform us of any change in your name, address, or telephone number in writing.
· Let us know in suitable time if you are unable to keep your appointment.
· Check in at reception on your arrival.
· Make a separate appointment for each person to be seen.
· Try to request a house visit before 10.30am if you are too ill to come to surgery.
· Only use the out-of-hours service for problems that cannot wait until the surgery next opens.
· Request repeat prescriptions in suitable time (at least 48 hours’ notice needs to be given) – do not wait until you run out.
· Ask if you do not understand advice given to you.
· Tell us if you are unsure about treatments you are offered.
· Treat our staff with courtesy and respect.



GENERAL INFORMATION


Registering as a Patient

If you wish to register at the surgery, you will need:
· To bring your NHS number, proof of address and previous surgery details, if available, along to the surgery as this will enable us to receive your health records sooner.
· We supply registration forms at the surgery and a printable copy on are website 
· You will also be asked to complete a questionnaire giving some details of your previous medical history.
· We accept patients onto our list who are living in our practice area: there is a map on are website, also on a leaflet available from reception.


Repeat Prescriptions

Kings Road Surgery has a computerised repeat prescription service, you may request repeat prescriptions by:
· Posting your repeat prescription counterfoil in the red prescription box that is found in reception.
· You can also post your request to the surgery.  If you wish your prescription to be posted back to you, please enclose a stamped addressed envelope.
· You may also order your repeat prescription through the chemist.
· You can order your repeat prescription through NHS Wales APP
· You can request your repeat prescription via email (receptionist.w97067@wales.nhs.uk) please allow 72 hours if you request in this way.
· Make sure that the items that you require are clearly indicated (only order what you require)
· Please do not ask for items that the doctor has not said you can have on repeat.
· Allow at least 48 hours for the process of your request before collection. Unless you order through email which is 72 hours 
· Please do not telephone for prescriptions as these block the lines for urgent calls
· You will need to see the doctor on a regular basis for monitoring of your medication.
· If you are newly registered and have a regular repeat prescription you will need to see a doctor before we are able to complete a request for any repeat medications.



Test Results  

· We do not contact patients with test results. 
· Please telephone the surgery after 14.00pm to request results.
· For reasons of confidentiality your test results will not be given to anyone else.
· We do not give results of pregnancy tests or sperm analysis over the phone; patients need to attend the surgery in person.


Referrals to Hospital Consultants

There will be times when your doctor will think it necessary to refer you to a hospital consultant. If you are concerned at the length of time that your referral is taking you will need to contact New Appointments on 02920748181 who can check how long the waiting list is for the Out-Patients clinic. If the hospital does not have the information regarding your referral when you enquire please contact the surgery for us to follow this up.


Practice Boundary

· Please see the map on are website which shows our practice area.
· We will not be able to continue your care if you move outside this area.


Disabled

· We have disabled access at the surgery with ground floor consulting rooms available on request.


New Patient Medical

· You may be invited when registering at the surgery to make an appointment with the HCA / Doctor for a new patient health check or to set up repeat prescriptions. 
· It is in your best interests if this is done promptly to ensure that an adequate medical record is kept in the event of medical care required.



Complaints and Concerns

We take Complaints and concerns very seriously, if you would like to report a complaint or concern concerning the surgery or are service, we offer.

Please contact the practice manager either in writing or by email to receptionist.W97067@wales.nhs.uk, also there is a form that you can request from  reception at Kings road surgery.

We will acknowledge your complaint or concern within 2 working days.

We will respond to all complaints or concerns within 30 working days.

Where a complaint or concern is raised about a Doctor, the patient can request to speak to another doctor at the practice if they prefer.

You may also contact the health board department at Putting Things Right.

02921836381
concerns@wales.nhs.uk

information is also available via their website cavuhb.nhs.wales.



Non-NHS Services 

The NHS does not pay for some of the services we provide.
These include Private sick notes, some insurance reports, fitness to travel, private prescriptions, letters for personal use and some Vaccinations.

Our fee for these services is in line with the BMA approved national guidelines.

	




LETTERS / SMALL REPORTS ECT 
	Non-NHS fees list
Below is our list of fees. This is a guideline only 
Once you have completed and submitted a request for Non-NHs work, along with any form that requires completing, you will be contacted by a member of the team with regards to the actual cost of the work 
This fee needs to be paid in advance and once payment has been received the request will be processed.

	Any simple Letter/Certificate (e.g. Private sick note, TWIMC)
	£15.00 - £30.00

	More complicated certificate/let (e.g. housing, holiday cancellation

	£30.00 – £50.00

	
Medical statement for pregnant person wanting to Fly.

	£30.00

	Medication carriage letters: 
	£20.00

	REPORTS 
	

	GP Report for Insurance Applicants with examination
	£140

	GP Report for Insurance Applicants with no examination
	£100

	
	£60.00

	Validation of Private Medical Insurance claim form to support a claim for benefit or completion of a ‘pre-treatment’ form
	£50.00

	Fitness to attend (sport and school, tv/theatre performances)
	£20.00/£30.00

	DVLA report
	

	REPORTS – WITH MEDICAL EXAMINATION
	£60.00

	Pre-Adoption/Fostering Medical AH form 
	£100

	DVLA Drivers HGV ect	

	£100 (set fee)

	DHS/ low income ie Bus Pass, water Rates ect
	£10.00-£20.00

	Photocopying charges 
	£2.00/£10.00

	Copy of medical records urgently on paper
	£50.00

	Printout of medical records urgently on paper
	£20.00

	OTHER
	

	Firearms Medical Proforma
	£50.00

	Firearms Reports Police
	£80.00

	Completion of childminder health form (OFSTED)
	£80.00

	DWP - invoice to be sent with report
	

	NO FEE
	

	SAR/Copy Records 28day wait GPTR
	

	DWP-ESA113
	

	Any request for DA persons for legal aid
	





Out of Hours Cover

The Out of Hours cover is provided by the LHB.
· If you are in urgent need of a doctor between 6.30pm – 8.00 am weekdays or all day on bank holidays, Saturday and Sunday and it cannot wait until the surgery is next open, please ring the Out of Hours number which is 111.
· You can also ring the surgery on 0292038803 for out of hours information 




GDPR


Confidentiality

Any person given access to your records will be subject to a Duty of Confidentiality you have a right to object to disclosure.
· When referring you to other health care professionals the doctor may make available to them details of your medical history
· The doctor will respect the wishes of any patient who objects to particular information being shared with others providing care, except where this would put others at the risk of serious harm.
· Further information on GDPR can be found on our website or at the surgery

Research and Planning

Information about patients is requested for a wide variety of purposes including:
· Education
· Research 
· Monitoring
· Epidemiology
· Public Health Surveillance
· Clinic Audit planning
· The practice anatomises data wherever possible and only where it is essential for the purpose will identifiable records be disclosed.

Financial Audit

The Health Authority has a duty to occasionally check on claims made by practices for payments.
· The person carrying out the check will have been properly trained and authorised by the Health Authority.
· Only a small part of the record relating to the claim will be made available to the person carrying out the check.

Objections

If you have any objections to the disclosure of information for any purpose please inform the Practice Manager or your GP.



CLINICS


Baby Clinic

This is held on a Wednesday afternoon for administration of developmental check and vaccinations.
· Between 13.00pm – 16.00pm.
· Child Health Surveillance for 8 weeks is undertaken at baby clinic
· Child Health Surveillance for 18 months and 3 and 4 years are undertaken by the Health Visitor 
· This is now an appointment only clinic run by our Practice Nurse.

Midwife Clinic

· This is held on a Friday mornings between 8.30am – 12.30pm.
· The Community Midwives are present to check that all is well with your pregnancy and also to continue your care after delivery

Family Planning

· A full range of contraceptive services are available during ordinary surgery consultations
· Implants and IUD fitting and removals are available by appointment with Dr Dyban.
· Dr Dyban will book you into a Family Planning Clinic.
· All of the doctors are trained in family planning prescribing. 
· Review of contraception can be booked with the practice nurse or are Health Care assistant 

Cervical Smears 

Many women in our practice already take advantage of this free test.
· If you are aged 25 or over and would like a test or further information please ask the doctor or the practice nurse
· Follow up smears are arranged automatically by cervical screening wales 
· They will send a reminder when you are due.


Diabetic/Asthma/Hypertension etc. Clinics

· When your health checks are due you will receive a letter or text from the practice requesting that you to make a double appointment with the practice nurse/HCA



Joint Injections

· Joint injections are available you will need an appointment with Dr Mullaney to discuss.





































PRACTICE STAFF

Practice Manager

Our practice manager is Debbie Coburn and she looks after the day to day running of the practice. We welcome any feedback or comments that you may have about the practice.

Reception Staff

Our reception staffs are usually your first point of contact at the surgery: we aim to treat our patients with courtesy at all times and expect our patients to treat staff in a similarly respectful way.
· Reception staff will make appointments for you
· Assist with any queries 
· Non-Urgent Queries can now be emailed to:
receptionist.W97067@wales.nhs.uk) we will need a up-to-date telephone number so we can either contact by phone or email 
· The reception staff may sometimes need to ask you medical details in order to help you
· All the information you give them is treated with the strictest confidence.
· Their job is very demanding so please be patient 

Practice Nurse

Our practice nurse is Rosie Salvatore RGN and she is available at the surgery at the following times:
· Morning surgeries Mon/Tues/Thurs 
· Afternoon surgeries Mon/Tues/Thurs
Rosie can help you with:
· General Health Advice
· Screening Examinations
· Travel Advice 
· Vaccinations
· Stitch Removal
· Dressings 
· Blood Tests
· Dietary Advice
· Pill Checks
· HRT checks
· Asthma/Hypertension/Diabetic etc. Annual Health Checks


Health Care Assistant 

Are HCA is Carolyn Bury who works alongside are practice nurse and she is available at the surgery at the following times.
· Morning Surgeries Tues/Thru/Fri 

Caz can help with:
· New Patient Checks 
· Vaccinations
· Stitch removal
· Dressings
· Blood test 
· BP for checks 
· Some Annual Health checks 

Health Visitors

The Health Visitor is not employed by the Practice but by the Health Authority, they work in very close co-operation with the Practice:
· The Health Visitor will visit you at home after the birth of your baby and for regular health surveillance checks until your child is 5 yrs.
 
Community Nurses

These nurses are not employed by the practice but by the Health Authority they work in very close co-operation with the practice to.
· Provide nursing services to patients in their own homes

Community Midwives

Community midwives are not employed by the practice but by the Health Authority they work in very close co-operation with the practice.
· They look after you during your pregnancy, delivery and post-natal period
· Their clinic is on a Friday morning from 8.30am 
· They can be contacted through reception or by telephone Midwifes office on 02920 71 6001

Counsellor

The counsellor is not employed by the practice but by the Health Authority they work in very close co-operation with the practice 
· Patients will need to be referred by the GP. 

Change of Personal Details

· Should you change your personal details at any time please inform the surgery either by filling in a form which is available from reception or by letter.
· This will keep your records up to date and enable us to contact you if and when required

Students

We occasionally have Medical students at the surgery for short periods to learn about General Practice. They may wish to sit in with the doctor during your consultation: the reception staff will inform you of this when you arrive at the surgery. If you would prefer to see the doctor without students in attendance please inform the reception staff.


Accommodation

The premises are maintained to the standards set by the NHS and Health and Safety requirements.

Comments, Suggestions and Complaints

The Practice Manager is responsible for handling any practice comments, suggestions or complaints about any service provided by the practice.
· If you do have a complaint you should contact the Practice Manager by letter or email receptionist.W97067@wales.nhs.uk 
· All complaints will be logged and any written complaint will be acknowledged within 5 days of receipt
· We will respond to all complaints within 28 working days
· Where a complaint is made about a doctor at the practice the patient will be at liberty to discuss this with another doctor at the practice if preferred
· If you prefer you may also contact the health Board at PUTTING THINGS RIGHT either by telephone on 02921836318 or through email at concerns@wales,nhs.uk.

Violence in the Surgery

The practice has a Zero Tolerance Policy towards violence and unacceptable behaviour.

All practices, in line with government guidelines, have a ‘Zero Tolerance to Violence’ policy. This means that any violent or abusive behaviour or perceived threatening behaviour, whether verbal or otherwise to staff or members of the public on practice premises will not be tolerated. We can refuse to provide a service, report the incident to the Police and request that the patient and their family be removed from their Practice list.
NHS staff should be able to come to work without fear of violence, abuse or harassment from other staff or the general public
· We are the NHS
· We Are Proud to Be Diverse.
· We Say No to Racism and Discrimination.
· We Do Not, And Must Never, Accept Racism in Any Part of Our NHS. We Have a Zero Tolerance to Discrimination And Racism















SELF TREATMENT OF MINOR ILLNESSES


· EConsult offers self-Health information which can be found on are website 
· Pharmacist now offer help with common ailments. Please ring the surgery on 02920388803 for a full list of what is available.
· You may also ring 111 who can help advise on common ailments.
· This information is also available at www.nhs.uk.
· There is also a dedicated telephone line for advice about your mental health please ring 111 and press option 2



USEFUL TELEPHONE NUMBERS





Age Concern                     		029 20431555                                             
Alcoholics Anonymous		08009177650
Shared Partnership 			02921500730
(Health Authority)                                  
Boots Chemist – Canton       	029 20225491
Pontcanna Pharmacy                   	029 20377283
Cardiff Rape Crisis 			08085002222
Citizen Advice       			08082787925
Llandough Hospital          		029 20711711
UHW                                             	029 20747747
NHS Wales                                   111 
Out of Hours                                 111 
POLICE                                        101
Social care Wales                         03003033444
Samaritans                                   03300945717
Age Cymru                                    0800 169565      www.agecymru.org.uk
Alzheimer’s Society                      03331503456     www.alzheimers.org.uk
Cab Adviceline Wales            	                          www.adviceguide.org.uk
Carers Trust                                 	03007229600     www.carers.org/
Wales Dementia Helpline          	0808 8082235     www.dementiahelpline.org.uk
EDAS					03003007000

FOR ALL PRIMARY CARE SERVICES

CARDIFF AND VALE UNIVERSITY 
HEALTH BOARD HEADQUARTERS
U.H.W
HEATH PARK
CARDIFF 
CF14 4XW
TELEPHONE NUMBER 02920747747

WWW.CARDIFFANDVALEUHB.WALES.NHS.UK 


