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PRACTICE INFORMATION LEAFLET

LOCAL HEALTH BOARD

Further details of NHS medical services in Cardiff can by obtained from Cardiff and Vale University Health Board.  The key role of the Health Board is to commission services and to implement strategies which will improve the health of the population.  The board is constituted to ensure there is a balanced representation from all of the key stakeholders.  You can contact the Health Board at:-
Cardiff and Vale University Health Board

Cardiff and Vale UHB

Woodland House

Maes Y Coed Rd

Llanishen

Cardiff

CF14 4TT

Telephone 02920 747747

Fax 02921 836130

Email: Cav.primarycare@wales.nhs.uk
Website: www.cardiffandvaleulhb.wales.nhs.uk
Useful Telephone Numbers

University Hospital of Wales – 029 20 747747

Llandough Hospital – 029 2071 1711
Velindre Hospital – 029 20 615888

BUPA (Spire Cardiff Hospital) – 029 20 735515 

OOH (Out of Office Hours) and emergency information

OOH GP – 111

Provided by Cardiff and Vale UHB 

www.111.wales.nhs.uk/
CAV 24/7 03001020247 should only be used for A&E not OOH

Dental emergency helpline: 03001020247
Primary Care Services NHS Shared Services Partnership, Pontypool – 01495 300730  
Cardiff Local Health Board – 029 2074 7747
District Nurses – 029 20444501

Health Visitor– 029 21833288
Partners

Dr Mohammed A Naseem – MBBCH (Wales 1996) MRCS, DRCOG, MRCGP - Male
Dr AA Naseem – MBBS, DRCOG, MRCGP – Female
Dr E Alauddin 

Male

Long term locum doctors 
Dr S Ahmed

The practice is a non-limited partnership
Main Surgery
Cardiff Bay Surgery
45 Cambridge Street

Grangetown

Cardiff

CF11 7DJ

Tel: 02920099378
Fax: 02920382177
Branch Surgery
Cardiff Bay Surgery

Loudoun Square
Butetown

Cardiff 

CF10 5HW

Tel: 02920099378
Fax: 029 21833246

Web Address: www.cardiffbay.gpsurgery.net
The Practice Boundary
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Patients rights and responsibilities

· We aim to treat our patients courteously at all times and expect patients to treat our staff in a similarly respectful way.  

· It is your responsibility to keep your appointments, and to give adequate notice if you wish to cancel.  

· We will maintain standards by ensuring that all doctors and staff undertake continuing education and training

· We will inform you of any delays and offer an alternative appointment

· We will involve you in discussions on your care and treatment and offer advice on disease prevention and health promotion

· We will assist you in obtaining help from other health professionals when this is required

Training and Education

We are not a training practice.
Non-NHS Services

The NHS does not pay for some of the services we provide.  These include private sick notes, insurance forms, holiday cancellation forms, medical reports, fitness to travel certificates, private prescriptions, passport signing and some vaccination services.  Our fees for these services can be obtained from reception.
Cardiff Bay Surgery (Grangetown) Opening Times & Consultation Times

Monday open 8.30 am – 18.00 pm




Monday surgery 9:00 am – 11.50 am – 16.00pm – 17.50pm

Tuesday open 8.30 am – 18.00 pm
Tuesday surgery 9:00 am – 11.50am – 16.00 pm – 17.50 pm
Wednesday open 8.30 am – 18.00 pm
Wednesday surgery 9:00 am –11.50 am – 16.00 pm – 17.50 pm
Thursday open 8.30 am – 18.00 pm


Thursday surgery 9:00 am – 11.50am – 16.00pm – 17.50 pm
Friday open 8.30 am – 18.00 pm   

Friday surgery 9:00 am – 11.50 am – 16.00 pm – 17.50 pm
Cardiff Bay Surgery (Butetown) Opening Times &
                Consultation Times

Monday open 8.30 am – 13.00 pm



Monday surgery 9:00 am - 12.30 pm 

Tuesday open 8.30 am – 13.00 pm 
Tuesday surgery 9:00 am - 12.30 pm
Wednesday open 8.30 am – 13.00 pm
Wednesday surgery 9:00 am - 12.30 pm
Thursday open 8.30 am – 13.00 pm
Thursday surgery 9:00 am - 12.30 pm
Friday open 8.30 am – 13.00 pm

Friday surgery 9:00 am - 12.30 pm
The Practice Team:
Practice nurses:
	Mrs Julie Debono (Registered Nurse)
	Practice Nurse 

	
	

	
	


Practice Manager:
	Mrs A Taj  
	Practice Manager   

	
	


Administrative Staff:

	Mrs Dominica Crescenzio
	Receptionist and admin

	Ms Nerys Davies
	Receptionist and admin 

	Ms Paula Mills
	Receptionist and admin 

	Ms  Samina Begum
	Receptionist and admin 

	Ms Neela Halai
	Receptionist and admin 

	Mrs Jebun Miah
	Receptionist and admin

	Ms Karolina
	Receptionist and admin


Attached Staff:
	Kate
	Health Visitor 

	Hannah
	Midwife 

	Isabell Wiggins
	Cluster pharmacist 

	Hasan Awan
	Pharmacist

	Nicola
	Cluster Diabetic Specialist Nurse 


Core Services

General management of medical conditions

Access to general medical services

Health Promotion Advice

Emergency care, if appropriate

Referral for other services, if appropriate

Urgently required care for temporary residents

Additional Services

Cervical Screening

Contraceptive Services

Vaccination and Immunisations

Child Health Surveillance

Maternity Services

Minor surgery
Enhanced Services

Childhood immunisations

Influenza immunisation for those in the 65 and over and other at risk groups

Minor Surgery

Pneumococcal vaccinations

Opportunistic MMR vaccinations

INR monitoring

Wound Care and Minor Injuries

Zoladex vaccinations

HPV vaccinations

Diabetes
Clinics and other Services

Cardiff Bay Surgery
	Day
	Clinic
	Time

	Monday
	Minor Surgery
	14.00pm – 15.00pm


	Monday

	Phlebotomist
	8:30 am – 10:25 am

	Wednesday
	Midwife Clinic
	09.00am – 12.45pm


	Thursday
	Midwife Clinic
	09.00am – 12.45pm


	Friday
	Phlebotomist
	08.30am – 11.10am


	Family Planning Services

Vaccinations

Cytology

Asthma 

Diabetes

COPD
	Please make an appointment with the Practice Nurse
	

	
	
	


Branch Site Butetown Healthcentre

	Day
	Clinic
	Time

	Tuesday 
	Phlebotomist
	09.00am – 10.00am


	Tuesday
	Midwife Clinic
	09:00am – 12:00am 


	Thursday
	Health Visitor
	11.30am – 13.00pm


	Family Planning Services

Vaccinations

Cytology

Asthma 

Diabetes

COPD
	Please make an appointment with the Practice Nurse
	


When the surgery is closed
If you need a doctor in an emergency, then please telephone your surgery main telephone number, you will either be asked to wait while your call is transferred to the emergency duty doctor on call, or you will be informed of the emergency treatment number to ring.  Cardiff and Vale UHB are responsible for commissioning these Out of Hours services from 6.30pm until 8.00am on weekdays, all weekends, and Bank Holidays.
OOH information

OOH GP – 111

Provided by Cardiff and Vale UHB 

www.111.wales.nhs.uk/
CAV 24/7 03001020247 should only be used for A&E not OOH
How to register

We welcome registration requests from patients living in our practice area.  You will need to provide your NHS medical card or complete a form available from reception.  If you do not have your NHS medical card, then you may be asked to bring other photo ID when you attend, ie Passport or driving licence, this ensures that we have the correct information to send to the Primary Care Services Authority. When you register you are classed as being registered with the practice, however, you can request to see a particular doctor for an appointment. Upon registering you will be offered an appointment with a Practice Nurse for a health check.

Appointments

We run on bookable appointments only, our morning and afternoon appointments must be booked in advance. Bookable appointments can be booked within 2/3 weeks and upto 6 weeks in advance. Any emergency appointments needed, patients must ring at 8.00am in the morning of the day the require the emergency appointment and will then be given a time to come into see the GP.  Please arrive promptly.  Anyone arriving later than 10 minutes after their appointment time will be asked to reschedule for another day. If you are unable to make your appointment, please cancel as soon as possible.  We will always try to make sure that you see the GP of your choice.

Patients between the ages of 16 - 74 who have not been seen at the surgery for a period of 3 years may request a consultation with a GP, at which any appropriate inquiries and investigations will be made.  Consultations can also be requested by patients over the age of 75, who have not been seen at the surgery for 12 months or more.  Consultations for the over 75s will take place at home if appropriate.
Appointments can be booked by calling on 02920099378.
Registered patients including care homes can book non – urgent appointments through NHS Wales app.
Children Under 16 Years with Acute Symptoms

Same day consultations are available for children who are under the age of 16 and are having acute symptoms. After clinically triaging, the GP/Nurse will arrange same day face to face consultation if urgent assessment is required.
To book a consultation please call on 02920099378 
Violent or abusive behaviour

We take seriously any threatening, abusive or violent behaviour against any of our staff.  If a patient is violent or abusive they will be warned to stop their behaviour.  If they persist we can apply to have them removed.

Complaints Policy

We take complaints very seriously and adhere to the NHS Complaints procedure.  If you are not happy with the service provided then please raise it with the Practice Manager at the Main Surgery by telephone, writing or in person.  Alternatively, if you do not wish to give your name and address, please use the suggestion box in Reception.  Every effort will be made to answer your concerns as soon as possible.  

Access to Medical Records

The practice is registered and complies with the Data Protection Act 1998.  Any request for notes by a patient, patient’s representative or outside body will be dealt with in accordance with this act. Please contact the Practice Manager for further information.

Change of address

If you change name, address or telephone number, please let our receptionists know.  If you move outside the practice area you may need to find a GP in your new area. Instructions on what to do when you move to a new area are on the back of your NHS medical card.

Disabled Access
All our consulting rooms are on the ground floor, however assistance is needed to access the Grange Surgery. Please press the buzzer outside Grange surgery for further assistance.  Our branch surgeries at Grangetown and Butetown offer full disabled access.

Home Visits

If you are house bound or too ill to attend the surgery and you require a visit at home, please telephone the surgery before 10am.  Home visits take up much more of a doctor’s time than a consultation at the surgery.  If you are mobile, then please make every effort to attend the surgery to be seen.

Telephone Advice

You are welcome to speak to the doctor or nurse by telephone for advice.  If you telephone for advice during surgery hours, then the receptionist will take your details and ask the doctor or nurse to call you back once their surgery has finished.  If it is an emergency, your call will be transferred immediately.  However, we try not to disturb clinicians in the middle of consultations.
Test Results

Since our telephones are very busy in the early morning, we ask you to please telephone for test results between 2:00 pm and 4:00 pm each day.  To ensure confidentiality we only release results to the patient, unless alternative arrangements have been agreed.

Patient Confidentiality
We respect the right to privacy and keep all your health information confidential and secure in line with the 1998 Data Protection Act. It is very important that the NHS keeps accurate and up-to-date records about your health and treatment so that those treating you can give you the best possible care.  The information will either be written down or held on computer.  These records are then used to guide and manage the care you receive.  
Repeat Prescriptions
Please leave your request for a repeat prescription at reception or post it to the surgery.  Please tick what you require on the right-hand section of your repeat prescription.  Your prescription will be ready for collection 48 hours later.  If you prefer, we can post it back to you (you will need to provide a stamped addressed envelope).  Most Chemists offer a repeat prescription service, please speak to your local pharmacist if you would like to arrange for them to order and collect your prescription. We regret that we are unable to take prescription requests via the telephone. 

You can also request your repeat prescription on through NHS Wales app.
Repeatable Prescribing Services

If you or someone you care for use the same medicines regularly you may not need to get a new prescription every time you need more medicine. Instead you may be able to benefit from Batch Repeat Dispensing from your pharmacy. This means you won’t have to visit the surgery or make an appointment to see the doctor, practice nurse or practice pharmacist every time you need more medicine.  Talk to either your prescriber (doctor, practice nurse or practice pharmacist) or your community pharmacist who regularly dispenses your prescriptions and ask them if you are suitable for Batch Repeat Dispensing.
Sick Certificates

You only need a doctor’s note if you are unable to work and are sick for longer than seven days.  Your employer will provide you with an SC2 self-certificate form for shorter periods of illness.
COVID 19

Triage
Due to Covid 19, all appointments will be through telephone triage, this will include Urgent, Routine and advanced consultation requests. 
After clinically triaging, the GP/Nurse will arrange same day face to face consultation if urgent assessment is required.
