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NHSBSA Annex 5.10 Ophthalmic visit form 
Guidance document for Contractors

The following guidance is given to inform you of the evidence and policies that are required before a site visit can proceed. This evidence is checked for compliance by the NHSBSA caseworker assigned to your application. 

Everything in a green box needs to be submitted prior to site visit. Everything in a red box is information/guidance for the contractor. Can you ensure that all policies have an author and review date. 

Section 1 to 6 will be pre-populated, please check this information before proceeding and let NHSBSA know of any changes that need to be made.

Identification to be provided at or before the virtual site visit taking place.
This should be the email address to be used for all correspondence relating to this document. It may be different to emails for other purposes. 
If entering more than one email address, state the purpose of each.





[image: Graphical user interface, application

Description automatically generated]









[image: Graphical user interface, application

Description automatically generated]Contractors should check this on an annual basis in April/May.
‘Where applicable’ is only relevant for instances where the Contractor holds the insurance for all their performers centrally.
If the hours GOS is provided within the practice are different to the practice opening hours, then this needs to be stated and differentiated from the practice opening hours.

The Contractor should write in this space, the relevant region responsible for each of their individual performers.
Required prior to visit Printout/
screenshot of GOC registration for each performer.
Required prior to visit. This could be a copy of references for each performer, copy of reference template or copy of practice policy.
Required prior to visit 
Copies of valid PI certificate for each performer or company policy showing PI where appropriate.
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Description automatically generated]Required prior to visit.
Required prior to visit. Copy of MRA registration certificate.
Copy required prior to visit.
Required prior to visit. Print out/screenshot of entry from OPL for England for each performer.
Required prior to visit. Written description of how this is done.
If the Contractor does not undertake remote edging/
glazing, N/A can be entered.

Required prior to visit. Copy of current policy clearly showing public liability cover.
Contractor should hold documentary evidence of inclusion.
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Description automatically generated]Submit evidence of this prior to visit.
Details of local contacts with contact details.
Submit copy prior to visit.
Submit name of DPO prior to visit.
Required prior to visit. Copy of current certificate from ICO.
Copy of personalised Freedom of Information Act 2005 required prior to visit.
This is for patient data held on a computer or other electronic device.
Data Protection (Charges and Information) Regulations 2018.
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Description automatically generated]Entries need only be made if value of gift >£100.
Submit copy prior to visit.
Submit name prior to visit.
Submit copy prior to visit.
Submit copy of gifts register prior to virtual visit.
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Required prior to visit.
Notice should be displayed in a prominent place, so patients are aware of their right to a chaperone.
Must be completed/
documented if five or more employees or individuals are under contract to provide services within the company/
organisation.
Required prior to visit.
Required prior to visit.
Companies Act 2006.
Running a limited company: your responsibilities: Signs, stationery and promotional material - GOV.UK  (www.gov.uk) 
GOS Hours information is needed prior to visit.


         EvidenceThis may be part of the Health and Safety Policy.
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Evidence required prior to visit.
Certificate required prior to visit.
Where fire extinguishers are not new submit evidence of last service prior to virtual visit including photographic evidence of up to date service details on each appliance. Where new submit invoice.
Required prior to visit.
Ensure that the fire extinguishers are accessible.
Date of last service should be stated on fire extinguisher.
Ensure that the fire exits are clearly marked in the practice.
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Description automatically generated]If existing practice submit evidence of transfer notes from previous 2 years.
Documents required prior to visit.
This should include adequate toilet and washing facilities. 
Workplace (Health and Welfare) Regulations 1992.
I.e., transfer notes two years, and consignment notes three years.
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Description automatically generated]You can register at: www.wastecarriersregistration.service. gov.uk 
Required prior to visit.
Required prior to visit.
Submit copy prior to virtual visit.
Submit copy of current domiciliary code of conduct prior to virtual visit.
Required prior to visit.
I.e., transfer notes two years, and consignment notes three years.
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|Annex 5.10 Ophthalmic Contract Visit Form (Version 2209)

Part One — Administrative Assurance

Preliminary ID check:

Identification (ID) verified:  Passport ] Driving Licence 01
“If Other, please specify
Section A - All Contracts

Other* 0

1.3 PracticelCorrespondence Address

1.4 Practice Manager

Address 1: 1.5 Telephone
Address 2:

1.6 Website
Town:
Postcode: 1.7 Email

2. Visit details

2.1 Date of Visit: 22Purpose:

New application C1

Other 0

Review existing practice 0
Relocation of practice premises (1

“If Other, please state the purpose of the visit:

23 In attendance:
Name(s): Job title(s):

Representing
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insurance (where applicable), and if so, how?
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on with those once we have shown him the Section A Section B etc. At the end of the session | did also
reiterate that he needs to ask questions and have people check his early work before sending any emails
etc off. | basically said (but in a very nice tone) that we can't have him sat doing nothing and that the
work does need to be done even though there is no specific deadline. He has been asking questions
since this morning though so there has been an improvement already. [=9)
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9.4 Does the Contractor record reasons when sight
tests are refused to patients; except in cases where a
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eligible?
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appropriate?
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work does need to be done even though there is no specific deadline. He has been asking questions
since this morning though so there has been an improvement already. [=9)
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reiterate that he needs to ask questions and have people check his early work before sending any emails
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work does need to be done even though there is no specific deadline. He has been asking questions
since this morning though so there has been an improvement already. [=9)

Today

@1

Adele Caisley 08:17

Morning Claire. That response which was in your folder from Friday - | bet Tash did that as she moves
emails on a Saturday morning when she is working (hopefully that will stop now). Just another reason
why not to move another person's emails.

08:17 R
That emoji isn't aimed at you!!

Do we ask for a banking madate at application stage?

©

Adele Caisley 0822 &
Yes we do so it should be submitted along with the Sec A, Sec B etc.

Type a new message

v 2 B O @

13:26

Fle  Home

2
Read | Print | Web
Mode |Layout| Layout

Views

Page8of26 2940 wor

Insert

[Eoutiine
Elosit

ras [}

Design

Layout

0y

Focus Immersive
Reader

Engish (United Kingdom)

COMBINED OPHTHALMIC VISIT FORM - Ve

References

I

Vertical| Side
to Side.

Mailngs  Review

EE Ruler

Gridlines

Navigation Pane

Page Movement Show

T Acessvitty Investigate

Q

Zoom 100%

Zoom

l one Page |

0 £ pttiple Pages
7 Page idth

[ View Side by Side

New Arrange Split
Window ~ All 6}

Window

OFFICIAL

&

Switch | Macros.
Windows~ |~

Macros

155 s a suitable first aid kit available in a clearly
identifiable location, with up-to-date contents?

15.6 Does the Contractor have an accident record book
or other arrangements, and if so, is it compliant with
the Data Protection Act requirements?

15.7 Does the Contractor arrange portable appliance
electrical (PAT) testing and/or regular visual inspection
of appliances?

15.8 Has the Contractor ensured fixed installation
electrical testing has been undertaken?

16. Fire Precaution (Regulatory Reform f
Order 2006)

e Safety]

16.1 Has the Contractor completed a fire risk
assessment?

YesiNo

Supporting.
Evidence

16.2 Has the Contractor provided fire extinguishers on
the premises?

16.3 Does the Contractor ensure allfire extinguishers
on the premises are serviced on a regular basis, as per
manufacturer's recommendations?

16.4 Are there fire exit signs at the appropriate points
on the premises?

16.5 Are the fire exits clear and if so, how does the
Contractor ensure they remain clear?

17. Suitability of Premises  Non-cl
e, stairs

(Yes, No, N/A*)

I areas

*N/A’ only applicable for

use in S8 17.6, 17.7 and.
17.8,and 17.9

171 Are the premises clean
and tidy?

Reception area
(Ves, No, N/A*)

Dispensing area
(Ves, No, N/A*)

17.2 Does the premises
have adequate lighting?

17.3 Is the premises clear of

Properties

Sharepoint

Cg Display Settings

Claire Biell

[4

[ -

© Comments

1% Share

0>

02/09/2022




image100.png
AutoSave

Document! - Word

File  Home Insert  Design  Layout  References  Mailings  Review  View  Help
fﬁ Calibri (Body)  +| 11
Paste. ]
= < Fommat Painter RS
apbora 1 Font 5 Paagrapn 5

Pagesofs 3swords [ English (United Kingdom)

H P Type here to search

T Accessbitty Investigate

AaBbCCDC

7 Normal

nadbcede AaBbCe AssbCel AQDB Assbect AcBbecd: AaBbCcD: AoBbCcD: AaBbCDC AaBbCCD:
TNoSpac.. Headingl Heading?  Trle  Subtile SubtleEm. Emphasis IntenseE. Stong  Quote |3
Siyies 5

5.1 Has the Contractor completed a health and
ek assossmont?

oty

152 Dous the Contractor have a heath and safety
policy?

153 Has the Contractor gt a sutabl fone worker
palicy and s his fogulary reviewed

5.4 Can the Contractor oxplain ther eporting
Fesponsibitis under RIDBOR?

Cg Display Settings

PFind ~
& Replace
B select~

Editing

Clare By ("

Dictate.

Voice

Sensitivity

V3

Editor

1% Share

@

Reuse
Files.

Reuse Files

Activity

Chat

200
(Vo))

Teams

Calendar

%

Calls

o0
oo

Apps

Chat v =0

South West team 13:12
Micky: Hi Helen, there's no harm ..
Adele and Pauline 1151
Pauline: I've had another email fr...
PAOS Full Team 10:26
Mark: Hello. Very random this bu..
Lottery group 10:06
Nicola: Tickets for Friday 2nd Sep...
CM Chit-Chat 10:02
Mark: Buffy Mom's death still has...
Gemma Marshall 09:54
The Bayfields one i am dealing wi...
Lisa Penwarden 09:06
Free for 57

Joe lley 08:58
You: Hi Joe, don't worry about it.
Leads/SDM catch up 01/09
Sarah: 2 seconds

Gary Nugent 01/09
Hi Claire, I'm scheduled to do a t...
People and Recruitment ... 01/09
Neale: Thanks

Sarah Connelly 01/09

I'll raise it on the 3pm call

Qg Adele Caisley chat Files 2more v + o &

g

T R

WIOUYH UIE 1ITETEPPHLAUUIL LULKIY TIOW 1 H@VE SHOWI HITT HOW WU UG UIE UELLUE LHELRS 11E Lall Lidtk
on with those once we have shown him the Section A Section B etc. At the end of the session | did also
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on with those once we have shown him the Section A Section B etc. At the end of the session | did also
reiterate that he needs to ask questions and have people check his early work before sending any emails
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7. Staffing procedures.
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7.6 Does the Contractor ensure that staff assisting in
the provision of GOS are appropriately trained, and
supervised for the tasks that they undertake? if so,
how do they do this?
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7.7 Does the Contractor ensure that clinical
procedures are appropriate especially at times when a
Supervising practitioner is not on the premises, e.g.,
repeat fields and pressures o child or visually
impaired dispensing? If so, how do they do this?

Clinical Record Keeping - All Contracts

11. How are the patients’ clinical records stored?

1.6 Patient record storage:
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SCWs & Lead TMs 01/09
You: | have been putting in about..

Contract Mgmt. Chat 13:31
Micky: I'd liked to see dates the...

PAOS Leads & SDMs 01/09
Linda: | am over running with Car...

Recent

Ellen Bielby 31/08
You: Can you watch him downsta...
Mark Fawcett 12:53
You: you free now?
Linda Ross 16/08
Hi do you have a minute please?
Jack and Sarah 24/08
Jack: Yeah can do, doesnt matter ...
Adele Caisley 08:22
Yes we do so it should be submit...
13:37

9" Contract Mgmt. Chat / chat Files +

> Adele Caisley Hiya everyone @ Off the back off what Claire said in the Contract Management meeting on Tuesday can | please re...

HJ
(]

Micky Hall  13:29

I've never come across that before. Is it type of card to carry saying you are insured? The thing with that,

for me, is that it doesn't have an expiry date visible

Pauline Edmundson  13:30

Micky Hall - 02/09/2022 13:29
I've never come across that before. s it type of card to carry saying
you are insured? The thing with that, for me, is that it doesn't have a...

I've never seen this before either, just wanted other people's opinion on it.
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Yeah it looks like a card you carry around and as Mickey says it could have expired
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> Adele Caisley Hiya everyone @ Off the back off what Claire said in the Contract Management meeting on Tuesday can | please re...  04/08/2022
H) Helen James 13:31

Yeah it looks like a card you carry around and as Mickey says it could have expired

Micky Hall 13:31 &>
I'd liked to see dates they are covered from and until personally

@ Micky Hall 13:47

© I have a case where | have checked a postcode on receipt of the Section A and | realised it wasn't listed
on the postcode finders, with one of them saying the postcode had been discontinued in 2015. | alerted
the contractor about this (Owl Optical) who have done a bit of digging and have discovered that the
premises has two postcodes in use, one for the front of the store and one for the back (bizarre) but all the
documentation and policies that have been sent reference the discontinued postcode. | get the feeling
the SE will want to use the other postcode that was unearthed and | may have to request that application
documents like section A and banking mandate are resubmitted or amended to get through SBS. Has
anyone had any experience of finding a postcode has had to be amended further along their process and
what do they do with evidence in that scenario? | think Owl are keen to keep using the 'discontinued'
postcode as that is what the delivery systems for M&S still use and other shops in the vicinity use also.
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Helen James 13:31

Yeah it looks like a card you carry around and as Mickey says it could have expired

Micky Hall 13:31

I'd liked to see dates they are covered from and until personally

Micky Hall 13:47

I have a case where | have checked a postcode on receipt of the Section A and | realised it wasn't listed
on the postcode finders, with one of them saying the postcode had been discontinued in 2015. | alerted
the contractor about this (Owl Optical) who have done a bit of digging and have discovered that the
premises has two postcodes in use, one for the front of the store and one for the back (bizarre) but all the
documentation and policies that have been sent reference the discontinued postcode. | get the feeling
the SE will want to use the other postcode that was unearthed and | may have to request that application
documents like section A and banking mandate are resubmitted or amended to get through SBS. Has
anyone had any experience of finding a postcode has had to be amended further along their process and
what do they do with evidence in that scenario? | think Owl are keen to keep using the 'discontinued'
postcode as that is what the delivery systems for M&S still use and other shops in the vicinity use also.
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5P Adele Caisley Hiya everyone @ Off the back off what Claire said in the Contract Management meeting on Tuesday can | please re...  04/08/2022

Micky Hall 13:31 &>
I'd liked to see dates they are covered from and until personally

Micky Hall 13:47

I have a case where | have checked a postcode on receipt of the Section A and | realised it wasn't listed
on the postcode finders, with one of them saying the postcode had been discontinued in 2015. | alerted
the contractor about this (Owl Optical) who have done a bit of digging and have discovered that the
premises has two postcodes in use, one for the front of the store and one for the back (bizarre) but all the
documentation and policies that have been sent reference the discontinued postcode. | get the feeling
the SE will want to use the other postcode that was unearthed and | may have to request that application
documents like section A and banking mandate are resubmitted or amended to get through SBS. Has
anyone had any experience of finding a postcode has had to be amended further along their process and
what do they do with evidence in that scenario? | think Owl are keen to keep using the 'discontinued'
postcode as that is what the delivery systems for M&S still use and other shops in the vicinity use also.
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Declaration

I have addressed the above actions detailed in the action plan above and
implemented any/all relevant changes and supplied appropriate evidence of this.

Contractor name:
Signed
Date:
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