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GP Off-Boarding

Purpose
To ensure that when a GP leaves the practice, whether permanently or temporarily, all clinical, administrative, and data responsibilities are completed safely and in compliance with professional and legal standards. The goal is to protect patient continuity of care, maintain data integrity, and ensure compliance with GDPR and Medical Council guidelines.
Scope:
This SOP applies to all GPs leaving the practice (partners, assistants, sessional, or locum doctors).

Responsibility
· Practice Manager: Coordinates and oversees the off-boarding process.
· Lead GP / Clinical Director: Ensures clinical handover and continuity of patient care.
· IT Administrator / System Manager: Manages deactivation of accounts and access.
· Departing GP: Completes all clinical and administrative obligations before leaving.

Procedure
Notice and Planning
Notice of Departure
· The GP should provide written notice as per their employment or partnership agreement.
· The Practice Manager acknowledges receipt and schedules an exit planning meeting.

Exit Planning Meeting
Held with the Practice Manager and Lead GP to:
· Confirm last working day and handover period.
· Identify patients under ongoing care (e.g., chronic illness reviews, results pending).
· Discuss administrative wrap-up tasks, prescriptions, and referrals.
· Review data security, confidentiality, and equipment return requirements.

Clinical Responsibilities Prior to Departure
Patient Care Handover
· Review active patient lists and ensure ongoing cases are handed over to a designated GP.
· Update the Practice Management System (PMS) to reflect the new responsible GP.
· Complete or delegate all open test results, referrals, and tasks.
· Ensure repeat prescriptions and shared care arrangements are up to date.

Clinical Records
· Finalise and sign off on all consultation notes and electronic records.
· Review incomplete records or drafts in the PMS.
· Ensure all letters, referrals, and results are appropriately filed and actioned.
 Results and Correspondence
· Clear all pending lab results, hospital correspondence, and e-referrals.
· Reassign responsibility in PMS if results will return after departure date.
Administrative and HR Procedures
Return of Property
Ensure return of all practice property, including:
· Prescription pads (GMS and private).
· Smart cards / Healthmail access tokens.
· Keys, fobs, or ID badges.
· IT hardware (laptop, phone, tablet).
· Medical equipment (stethoscope, BP monitor, etc. if issued).
· Any confidential paper records or notes.
Payroll and Accounts
· Confirm completion of final timesheet or claims (e.g., GMS, PCRS, maternity/paternity cover).
· Process final salary and outstanding annual leave payments.
· Remove GP from practice insurance policy (if applicable).
Exit Interview (Optional)
Conduct an exit interview with the Practice Manager or Lead GP to gather feedback and ensure closure.

IT and Data Security

Account Deactivation

On the final working day:
· Disable access to:
· Socrates
· Healthmail and internal email.
· Healthlink / eReferral systems.
· PCRS portal.
· Bonsecours Galway
· MUH Labs
· Westdoc
· Remove from shared drives and internal communication groups.

Data Retention and Confidentiality
· Ensure all patient data remains within the practice systems.
· The GP must not retain copies of patient records or data.
· Departing GPs must re-sign or reaffirm the Practice Confidentiality and GDPR Agreement during off-boarding.

Communication
Internal Communication
· Notify all staff of the GP’s departure and effective date.
· Update rota, on-call schedules, and practice website / signage.
Patient Communication
· Where relevant, inform patients under the GP’s care that another doctor will take over their management.
· If the GP was a named GMS doctor, update the PCRS panel and HSE records accordingly.

Post-Departure Actions
Access Review
· Confirm all system access has been revoked.
· Archive the GP’s Healthmail mailbox in accordance with GDPR retention policies.
Record Keeping

Maintain the following in the GP’s HR file:
· Notice of resignation / end of contract letter.
· Exit checklist and completion date.
· Confirmation of equipment return.
· Signed confidentiality reaffirmation.
· Record of any outstanding payments made.

Outstanding Correspondence

Ensure any correspondence (e.g., hospital letters, results) still being addressed to the departing GP is re-routed to the designated successor GP.

Legal and Governance Considerations
· Comply with Medical Council of Ireland guidance on patient record retention and transfer.
· Ensure data protection compliance under GDPR (2018).
· For partnerships, follow terms of the Partnership Agreement regarding property, finances, and patient lists.
· Maintain adequate clinical indemnity cover for historical cases as per Medical Protection Society / indemnity provider guidance.

Related Policies / Documents
· Data Protection & Confidentiality Policy
· Clinical Governance Policy
· Staff Induction & Off-Boarding Checklist
· Practice IT Security Policy
· Partnership or Employment Contract
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