
 

 

Medical & Clinical Admin 

Study Guide 
 

 

Case Study 

 
 
This case study can be used as the basis of your answers to activities and assignment 
questions if you are not currently employed in the healthcare sector.  The case study 
notes provide a general description and background to a GP surgery.  In addition to 
the notes provided below you may make reasonable assumptions about the detailed 
facilities and running of the surgery in order to formulate your answers. 
 
 
Sunnymeadow Surgery 
Primrose Road 
Rosetown 
Kent 
 
Sunnymeadow Surgery is a 
busy medical practice situated 
in a small town in Kent.  The 
Practice has approximately 
5,000 patients but this 
number increases quite 
significantly in the summer 
months owing to the large amount of tourists visiting the area.  The Practice is very 
fortunate to have moved recently to a purpose built health centre, which offers 
modern facilities for both patients and staff.  The Practice is a non-dispensing one 
but within the health centre there is a pharmacy so patients can get any 
prescriptions dispensed or buy over the counter remedies.  They can also get advice 
from the Pharmacist e.g. cough and cold remedies. 
 
The Building  
 
Sunnymeadow is a two storey building and 
as the building is purpose built, access for 
the disabled/prams is excellent.  An 
automatic glass door opens into a spacious 
well lit reception area.  The receptionist is 
available to clerk patients into clinics as 
well as self service machines.  Repeat 
prescriptions are also given out by the 
receptionist.  Adequate seating is available 

 



 

within the reception area for patients along with toilet facilities.  There is also a play 
area for children to keep them occupied if there is a delay in seeing the doctor.  The 
area is fully air-conditioned for patients comfort. 
 
All the doctors and nurses have their own consulting/examination rooms.  Some of 
the nurses’ rooms are larger than others so that they can accommodate such 
procedures as minor operations. 
 
Administration staff have an 
open plan office in an area to 
the side of the reception 
area.  This is sufficiently 
distant from the public so 
that confidentiality is 
maintained but the 
receptionist on duty in 
reception is able to call on 
staff should there be an 
emergency or a problem that 
they need assistance with.  
The Practice is fully covered by CCTV and has an alarm system. 
 
The Practice Managers office is also attached to the reception area, but owing to the 
need for privacy sometimes e.g. dealing with patients’ complaints, or resolving staff 
problems, this office is not open plan. 
 
Staff 
 
3 full time GP’s 
2 part time GP’s 
 
4 part time Nurses 
1 full time Nursing Assistant 
 
1 full time Practice Manager/IT Manager 
 
1 full time Medical Secretary 
1 full time Administrator 
 
2 full time Receptionists 
4 part time Receptionists. 
 
2 part time cleaners 
 
 
 
 



Attached staff 
 
As well as the staff listed above, there are also several members of the team that are 
based outside the Practice but come into the Practice to offer services. 
 
District Nurses – offering care to the community who are unable to attend the 
Practice Nurse. 
 
MacMillan Nurse – offering care to the terminally ill and their families. 
 
Health Visitors – giving advice regarding child care and childhood vaccinations. 
 
Midwife – twice weekly antenatal clinics are held for pregnant women. 
 
Counsellors – a full range of counseling is provided by the surgery ranging from 
bereavement counselling to drug and alcohol advice. 
 
Smoking Cessation – There is a weekly clinic for smokers wishing to receive help and 
support whilst trying to give up smoking. 
 
As the Practice is based within a health centre it is fortunate to have within the 
building the following services which are not directly linked to the Practice. 
 
Dentistry 
Physiotherapy 
Chiropody 
Pharmacy 
 
Opening times 
 
The Practice is open from 7.30am until 6.30pm Monday to Friday.  Whilst clinics are 
held during these times the doctors and nurses usually work 2 clinics each day, one 
in the morning and one in the afternoon, so it is not always possible to see a 
particular doctor or nurse at all times during that time slot.  The Practice operates an 
appointment only system but has reserved appointments for emergencies on the 
day. 
 
Reception staff are available at all times whilst the Practice is open. 
 
Clinics at Sunnymeadow 
 
The nursing team at the practice run several clinics at the health centre. 
 
Diabetic. 
Asthma. 
Hypertension 
Travel Vaccination 



Minor operations 
Contraception 
 
The Practice Manager 
 
Is responsible for the overall smooth running of the Practice as well as the financial 
aspect of making sure money is generated from all relevant services.  The manager is 
also responsible for the I.T. attached to the Practice.  As the practice is fully 
computerized all appointments and clinics need to be added correctly to the 
appointment book, making sure that holidays etc are taken into consideration. 
 
The Secretary/Administration staff 
 
The secretary is responsible for the typing of all referral letters to the Consultants for 
patients needing more specialized care and opinion.   Discharge/clinic letters are 
scanned onto the computer by the administration team and also readcodes added so 
that relevant information regarding patients can be searched for when necessary.  
The administration team are also responsible for medical records being kept up to 
date and also returned to the relevant authority when a patient leaves the practice.  
This team is also responsible for opening the post and making sure the letters are 
given to the correct persons. 
 
Reception staff 
 
The main duty of the 
reception staff is to make 
sure that patients are 
clerked into the correct 
clinic.  This can be face to 
face with the patient or 
over the telephone.  In the 
computer age that we live 
in it is now possible for 
patients to directly book 
their own appointments via 
the internet.   
 
Reception staff are also responsible for the correct labeling and sending to the 
laboratory at the hospital of all specimens.   
 
Repeat prescriptions are also generated by the staff.  The request for the 
prescription is received from the patient by email, verbally or in writing, it is then 
processed according to the Standard Operating Procedure in place at the practice.  
Signed by the doctor and then filed waiting for the patient to collect.  The 
prescription process takes 48 working hours. 
 

 



Insurance forms etc are also processed by the staff.  The staff ensure that the doctor 
has all the relevant information to fill in the form and once complete notifies the 
patient that the form is ready for collection and also collects the appropriate fee as 
this is classed as private work.   They are also responsible for faxing any letters that 
are required urgently and also any photocopying that is required. 
 
The role of the reception staff is very varied and they need to undertake different 
tasks whilst working within the reception area.   Fortunately as the practice is fully 
computerised there is not a need for filing – all letters, results etc are scanned into 
patients’ medical records and then shredded.  Paper medical records are no longer 
needed in the doctors/nurses clinics so this saves time in getting the records out and 
then refilling.  However there are some circumstances where notes are needed e.g. 
travel clinics where records of immunizations from the past may not be on the 
computer records. 
 
All deliveries come into the reception area – this can range from vaccines (which 
need to be refrigerated swiftly to supplies for the staff e.g.  tea and coffee. 
 
All doctors and staff at the practice need to be trained and aware of certain areas 
and receive annual training update s for areas such as:- 
 
CPR 
Fire training 
COSHH 
Health and Safety  
Data protection 
Freedom of Information 
Confidentiality 
Disclosure of information 
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