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Onboarding a New General Practitioner (GP)
Purpose
To ensure that all new GPs joining the practice are appropriately inducted, credentialed, and equipped to begin clinical work safely and effectively. This SOP provides a standardised approach to onboarding to maintain patient safety, data security, and continuity of care.

Scope
This SOP applies to all new General Practitioners (GPs), including permanent, locum, sessional, and registrar doctors joining the practice.
.
Responsibilities

Practice Manager: Leads and coordinates the onboarding process, account setup, software access, and logistical orientation.

Lead GP: Oversees clinical induction and mentorship.

All Staff: Provide information, cooperation, and support during induction.

Procedure
Pre-Arrival Preparation
Administrative Documentation
Before the new GP starts, the Practice Manager must collect and verify the following documents:
· Current Medical Council of Ireland (MCI) registration certificate.
· Copy of Medical Indemnity Insurance (with appropriate cover for general practice).
· Garda Vetting clearance confirmation (if not already on file).
· Right to work in Ireland documentation (if applicable).
· Curriculum Vitae (CV) and contact details. (if applicable)
· Bank details (for payroll).
· Completed staff information form and emergency contact details.
· Signed employment/locum contract and confidentiality agreement.
· Proof of CPR / Basic Life Support (BLS) training (within the last 12 months).
· ICGP membership number (if applicable).
· 
IT and Systems Setup
· Create user accounts for:
· Socrates
· Healthmail email account.
· PCRS portal (if relevant).
· HSE e-referral / Healthlink account.
· Arrange a secure login and test access prior to the first clinical session.
Clinical & Administrative Setup
· Assign a consulting room and ensure equipment and supplies are available.
· Ensure access to clinical templates, referral letters, and lab ordering systems.
· Add GP name to appointment book template in the Socrates.
· Update practice contact lists and internal directories.
Day One Induction
Welcome and Orientation
· Conduct a welcome meeting with the Practice Manager and Lead GP.
· Provide a practice induction pack containing:
· Practice staff directory and key contacts.
· Timetable / rota.
· Practice policies (clinical governance, safeguarding, GDPR, health & safety).
· Emergency procedures and codes.
· Local referral contacts (hospital consultants, allied health).
· Guidelines for test result management and repeat prescribing.
IT & Systems Walkthrough
· Demonstrate use of PMS for:
· Accessing patient charts.
· Coding consultations.
· Ordering investigations.
· Writing prescriptions.
· Recording referrals and letters.
· Review communication systems: Healthmail, SMS messaging, internal notes/tasks.
Health & Safety Briefing
· Review fire safety and emergency evacuation routes.
· Location of emergency drugs, resuscitation trolley, and defibrillator (AED).
· Incident reporting procedure.

Clinical Orientation
Clinical Governance Overview
· Explain local protocols for:
· Test results and follow-up.
· Prescription and repeat prescription policy.
· Referrals and shared care.
· Confidentiality and record-keeping.
· Infection prevention and control.
Mentorship / Supervision (if applicable)
· Assign a clinical mentor (Lead GP or senior partner).
· Arrange initial review meeting after 2–4 weeks to discuss any issues or support needs.
Locum/Sessional Doctors

· A locum induction checklist is completed (covering core systems, contacts, and referral procedures).
· A named GP is available for queries during each session.

Post-Induction Follow-Up
Review Period
· Conduct a formal review meeting after 1 month to ensure:
· IT access and workflow are functioning smoothly.
· Understanding of local protocols.
· Integration with staff team.
· Schedule further review at 3 months if permanent staff.
Ongoing Compliance
· Maintain up-to-date records of Medical Council registration and indemnity renewal.
· Encourage participation in ICGP Continuing Professional Development (CPD) and audit activities.
· Ensure attendance at practice meetings and clinical governance sessions.

Documentation and Record Keeping
All induction and onboarding documentation must be stored securely in the staff file, including:
· Copy of all verification documents (see section 1.1).
· Signed confidentiality and data protection agreements.
· Completed induction checklist.
· Record of training completed.
· Notes from review meetings.

Confidentiality & GDPR Compliance
All staff, including new GPs, must:
· Sign the practice confidentiality statement.
· Review the Practice Data Protection Policy.
· Ensure compliance with GDPR and HSE Data Security standards at all times.

Related Policies / Documents
· Data Protection & Confidentiality Policy
· Health & Safety Policy
· Test Results & Communication SOP
· Prescribing Policy
· Clinical Governance Framework
· Locum Induction Checklist

Review Schedule
This protocol will be reviewed biennially or in response to significate changes in the procedure or clinical guidelines.
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