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x Handover x
Present: 

	Area   
	

	Service Performance and reporting including rotas 
	

	Key meetings the PM goes to and who will cover moving forward 
	

	Reporting on contracts and services CCG / GPC etc 
	

	What is due when and how etc re the above 
	

	Service Finance including bank and agency 
	

	Oracle and ordering 
	

	Health and safety and the security guard 
	

	Locking up procedure 
	

	PCN relationships and development 
	

	Groundswell and the PCN workforce 
	

	People and culture – leadership of the team and workforce compliance 
	

	People and culture (staffing, shift patterns, agenda for change consultation, away days and any next steps)
	

	People and culture – ongoing or new HR issues 
	

	Sickness;
	

	Covid-19 risk assessment for the staff 
	

	Annual leave, planned, booked, remaining, handover plans for the staff
	

	Training needs/CPD & mandatory training;
	

	Appraisal Roles-objectives; review / discussion;
	

	GP and Nursing leadership and A/L etc 
	

	People participation 
	

	QI projects 
	

	CQC preparation and peer review 
	

	Systems and processes at the practice 
	

	Key pieces of work 
	

	Digitalisation of records and any other ongoing projects 


	

	Anything you are leaving that is outstanding?
	

	Anything concerning you leaving?
	


	Signed: 

	
	Date 

	
	Date
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