	Practice Information Sheet Items to Include


The information sheet should contain the following:

· Names and qualifications of doctors working in the Practice

· Names and relevant qualifications of nursing and allied health staff working in the practice. (subject to their consent)

· Practice address and phone number

· Consulting hours

· After hours care arrangements, including a telephone number.

· Consultation fees (including home visits and after hours care) or advise how this information may be obtained.

· Account procedures and expected costs.

· Practice policy on home, hospital, nursing home and after hours visits

· Inform patients that longer consultations are available on request.

· Describe the Practice policy on doctors receiving and returning phone calls

· Encourage ways in which patients can give feedback to doctors (eg tell patients if you have a suggestion box)

· List contact information for the Health Services Commissioner

Tel: 8601-5200.
Fax: 8601-5219

      Level 30, 570 Bourke St.  Melbourne, 3000

· How patients attending group practices are able to request their preferred doctor

· Inform patients of the availability and offer enrolment in reminder systems and an opt out of receiving reminders.

· Describe special interests of doctors

· Information on personal health information, collection, use and disclosure.

· Inform about the Practices privacy policy, that they can access personal health information and how to make a complaint about a possible privacy breach

· Give advice about how privacy information can be obtained, for example where posters or handouts are located

· Where the practice has a website, the information is accurate and meets the ethical Standards of the Australian Medical Association current code of ethics

The information sheet should not contain advertising or endorsements.  General interest articles should not contain product or brand names.
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