BASSINGHAM SURGERY

FIREARMS LETTER APPLICATIONS
Procedure for Firearms Application letter
Receptionist to record receipt of letter on New Journal and place in the clear plastic wallet in Practice Secretary’s office.

Practice Secretary and Lead Receptionist to continuously monitor wallet and facilitate actioning of letters in a timely fashion – (within a strict time limit of 21 days).
Letter templates are stored on the practice computer system and within SystmOne.

LETTER 1 – LETTER OF ACKNOWLEDGEMENT TO PATIENT
Letter 1 to be sent to patient, explaining consent and fee (found within PRACTICE SHARE/FIREARMS folder or on SystmOne)

Readcode – XaYbL

LETTER 2 – LETTER OF ACKNOWLEDGEMENT TO POLICE
Email Police (FAL@lincs.pnn.police.uk) Letter 2  – acknowledging receipt of letter 
TASK PATIENT’S USUAL GP
“Request for Firearms application received, consent and fee letter sent to pt, acknowledgment email to Police, await contact from pt.”
AWAIT PAYMENT
Then once payment has been received staff should update the task ‘Payment Received’.

WHEN GP HAS ACTIONED THE TASK
When the GP has responded to the task, if it has been agreed that a Patient Summary will be sent, then staff should send the response via email. if there are no medical concerns.
If no consent/payment received or is refused by patient, send LETTER 3
Kerry – please check this is still all up to date and then pass to Juliet for upload
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