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Irish College of GPs PCS Template: Locum Handover Checklist
GPs and GP Locums can record Locum handovers for internal CPD credits with 1 hour of activity = 1 CPD credit. This template is a guide to assist GPs and GP Locums with handover and can be adjusted to reflect practice procedures.  
Once you complete this template, save it in a secure electronic folder 📂 where GP Locums and other practice staff can find it. 
	Practice Name 
	

	GP Name
	

	GP Locum Name
	

	Handover Date 
	

	Hand Back Date 
	


GP Locum Handover
NB: This template should be kept in a secure location when completed, accessible only to GP, GP Locums and relevant practice staff. 
	Information
	Notes
	Checklist

	Login details 


	
	☐

	Alarm / door codes

	
	☐

	Emergency numbers 


	
	☐

	Practice staff (names and roles) 


	
	☐

	Additional routine tasks 


	
	☐

	GP Locum to provide required payment information to practice staff
 
	· Proof of professional indemnity

· MCRN certificate

· Signed proof of locum cover for PCRS

· Completed bank details
	☐

	Specific patient follow up to be addressed
	· Patient name

· DOB

· Expected follow up


	☐

	Significant expected results Pending and management advice 
	· Patient name

· Results

· Management plan


	☐

	Palliative care patients
	· Patient name

· DOB

· Management plan


	☐

	Potential problems that may arise 
	· Problem

· Context

· Proposed management plan
	☐
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