PRE-START CHECKLIST
(Must be completed a minimum of 2 weeks prior to start date)
· Confirm with deanery/ program director
· Hospital placement






□
· Dates for regional teaching program sessions

□
· Dates for prize meetings (Raine, Sam Simmonds, Heatley)








□









· Contact rota co-ordinator/ In-post admin registrar 

· Confirm attachment






□
· Book leave for








· Regional teaching and prize meetings

□
· BOA Instructional course (January each year)
□
· Get e-mail contact list for other SpRs starting

□
· On-call rota







□
· Contact SpR and Secretary of allocated firm

· Job plan








□
· What happens when the boss is away?


□
· What elective implants? – Download op-tech

□
· What trauma kit? (Hemi/Nails) – Download op-tech
□
· ISCP
· Ensure JCST fee paid





□
· Ensure timeline updated

· Deanery







□
· Program director





□
· Placement/ Grade and dates



□
FIRST FEW DAYS
Key people to meet

· Consultant(s)








· Set date and time for ISCP initial Learning Agreement

· Clarify job plan

· Trauma/ Elective co-ordinators





· Names/ Ext/ Bleeps

· Rota co-ordinator
· Confirm rota and pre-requested leave for teaching
· Secretaries
· In-tray location?

· Process for signing letters? 

· Your juniors

· Bleeps and mobile numbers

· In-patient list, ward round

· Your expectations of them
· Teaching/ training – Career plans, areas of need?

· Juniors on on-call rota
· Grade and their concerns/ weaknesses

· Your expectations of them – When to call etc.
· Recommend/ provide resources:

· Pocketbook of Orthopaedics & Fractures. McRae

· App – Traumapedia

Key Information required
· On-call room (Code/ key)
· Handover (when and where?)
· Parking

FIRST FEW DAYS

Key areas to visit

· Theatres
· How to book trauma cases/ CEPOD cases?

· X ray booking (Who and how? Out of hours?)

· Changing room code?

· Locker and Shoes

· What trauma kit/ systems?

· Nailing

· Hemi-arthroplasty

· Ex Fix

· Where are op-techs kept?

· A&E

· Pelvic binders

· Splints

· Collars

Make lists (notes on phone – quickly accessible)
· Contacts 
· Key bleeps and extensions (juniors, co-ordinators, admissions, theatre reception)

· Codes 

· Fracture clinic/ on-call room/ theatre changing room

· Names (and memorable facts) for EVERYONE you work with.

· Theatres

· Scrub team/ Anaesthetists/ ODAs
· Clinic/ Wards

· Sisters/ Matron/ Nurses/ Plaster techs/ Physios/ OTs/ Receptionists
· Admin/other

· Secretaries/ Managers
CLINIC DICTATION
Do not use voice activation mode

Do a sound check and playback at start
At beginning of each clinic state:

· Your name and job title
· Date of clinic and consultant in charge of clinic.

At beginning of each patient state:

· Patient name and date of birth/ hospital number
Standard fracture clinic letter format:
Diagnosis


Date of injury


Mechanism of injury


Treatment/ Operation
Plan

Additional information

Standard post op OPD letter

Operation


Date of operation


Plan


Additional information
