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Name:  ....................................................................

Mentor: ....................................................................

Commencement date:  ……………………………...


Welcome to ENT Department


The ENT department is a busy outpatients unit.  We receive referrals from GPs, A&E department, other hospitals, Audiology department and internal referrals from wards and other outpatient departments.  Following assessment, a plan of care is agreed with the patient; this can range from medical treatment to surgical procedures. 

On a Tuesday morning we provide a Head and Neck Rapid Access clinic.  For patients this involves them having an FNA (fine needle aspiration) and USS (ultrasound scan) of neck lumps.  The patients receive the results from these on the same day.

The clinic sessions are held Monday to Friday and are split into morning and afternoon sessions.  The clinic sessions are predominantly adult clinics, although we do provide up to three paediatric sessions per week.

We work with Audiology, who provide hearing tests for some patients before they are seen by the doctors as part of their assessment.  Audiology also offers a range of investigations.



On arrival you will be given an induction to the department, which will include orientation to the area, health and safety, fire safety including fire precaution and evacuation, and sickness policy.  You will be introduced to your mentor/associate mentor and staff members.

You will have the opportunity to discuss your learning needs and outcomes with your mentor.

Your mentor will assess your performance against your learning outcome needs and provide feedback to help you develop your skills.  You will receive supervision during your clinical practice and be supernumerary throughout your placement.


Department Tour including:


· Introducing medical secretaries

· Reception

· Wards F4 and E5

· X-ray:  F block and A block

· Pharmacy

· HSDU

· Pathology

· ECG

· Audiology

· Oral & Maxillofacial Surgery

· Storage of policy folders

· Daycare




Meet the ENT Department Team


Consultants:			Mr S Hargreaves
				Mr C Lobo
				Mr V Malik

Associate Specialist		Mr D Shetty

Specialist Registrars          Mrs R Mohammed

Surgical Trainee                We have 2 on a yearly rotation



Sister:				Janie Benton

Staff Nurses:			Shelley Morgan
				Sue Watson-O’Hara

Assistant Practitioner:	Sue Stansfield

Health Care Assistants:	Sarah Armstead
				Nicola Kirkman
                                           Emma Galway

Head & Neck Nurse:	Kerenza Graves



Medical Secretaries:	Jade Heaton (Mr Hargreaves)
				Maria Lees (Mr Malik)
				Diane Jones (Mr Lobo)
			


Department Timetable


	
	AM
	PM

	Monday
	
Mr Hargreaves (adults)
New & Review clinic

	Mr Lobo (adults)
New & Review clinic

	Tuesday
	Mr Hargreaves (adults)
New & Review clinic
Rapid Access Clinic (H&N)
	Mr Lobo ( adults/paediatrics)
New & Review clinic

	Wednesday
	Mr Hargreaves (adults/paediatrics)
New & Review clinic
	Mr Malik (adults)
New & Review clinic

	Thursday
	Mr Malik (adults)
New & Review clinic
	Mr Lobo (adults)
New & Review clinic

	Friday
	Mr Malik (adults/paediatrics)
New & Review clinic
	





Practice Working Hours

The hours of duty are 37.5 hours a week.  The department has outpatient clinics running every day.  

The morning sessions run from 9am until 12:30pm, and afternoon sessions from 1:30pm until 4:40pm



Notification of Sickness Policy

If you are prevented from attending work through sickness you must notify the department and the School of Nursing.  Such notification should be as soon as possible.  It is important that you indicate the likely duration of your sickness.

Uncertified sickness			1 – 3 days
Self-certified sickness		4 – 7 days
Medically certified sickness	8 days or more

You are advised to read the full policy, which can be found on the Bolton Trust intranet.



Useful Contact Telephone Numbers

Sister:		Janie Benton			01204 390523

Secretaries:	Mr Hargreaves (Nicola)	01204 390219
		Mr Malik (Maria)		01204 390018
		Mr Lobo (Jade)		01204 390157

ENT Clinic Room				01204 390435


Spoke and Hub Placements


We offer a range of spoke placements which will support your experience in our department.  Time spent on spoke/hub placements may be from a couple of hours to a full day and this time will make up part of your required placement working hours.


Spoke and hub placements which may be of interest to you:

Community
· Pre-assessment at Bolton One
· Lever Chambers – Speech and Language Therapy
· Halliwell Children’s Centre

Theatres
· Main theatre
· Daycare

ENT Wards
· F4 adults
· E5 paediatrics

HSDU
· Sterile Services

Pathology/Histology
· Exposure to service

Health Records
· Knowledge of notes service and prep

Infection control

Audiology
· Hearing tests, hearing aids, vestibular function tests
· Vestibular rehabilitation with Gillian Lomas (physiotherapist)

Head & Neck Nurse
· Kerenza Graves

Learning Disability Nurse
· Jainab Desai

Oral & Maxillofacial Surgery



Resources Available

The library at the Education Centre has literature relating to ENT conditions, thyroid, tracheostomy and laryngectomy.

Websites:

ENT UK – www.entuk.org

Butterfly Thyroid Cancer Trust – www.butterfly.org.uk

Macmillan Cancer Support – www.macmillan.org.uk

The National Association of Laryngectomee Club – www.laryngectomy.org.uk



Expectations of Mentors


Your mentor will:

· Be a registered nurse who has a recognised mentorship qualification and is trained in the assessment process to university standard.
· Be supported by an associate mentor who has more than six months experience.
· Arrange a minimum of three formal meetings with you to complete your assessments, objectives and to discuss your learning outcomes.
· Respect your individual learning needs and capabilities.  Provide learning opportunities to accomplish the clinical skills outlined by university guidelines.
· Help to facilitate additional learning experiences with different members of the multidisciplinary team.
· Assist in securing relevant objectives for spoke placements.
· Be open and honest regarding your progress both clinically and professionally.
· Ensure supernumerary status of student is adhered to at all times.




Expectations of Students


As a student you will:

· Treat all patients with dignity and respect.
· Work as a team member and demonstrate respect for your colleagues.
· Work within your limitations and always ask if in doubt.
· Take responsibility for your own learning, making use of teaching material available, attend teaching sessions and always question practice.
· Be punctual for shifts.
· Consider your personal appearance and adhere to the Trust uniform policy.
· Arrange any part time employment you may have around your allocated shifts on the ward.
· Retain a sense of self-awareness and consider the problems that surround self-disclosure with patients.
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