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Introduction, Background and Purpose

This standard operating procedure (SOP) has been written to define the process
for the switchboard operators to manage calls during out of hours Monday to
Friday (17:00 — 09:00) and full weekends from patients enrolled on the MND-
SMART Research study.

Participants in the research study are provided with a safety card, with
instructions to ring 01904 631313 (Switchboard) during out of hours if they need
to speak with a Dr involved in the study and to ask for Dr M. Proudfoot or Dr C.
Johnston.

Who should use this SOP?

It is the responsibility of the Switchboard Operators to adhere to this SOP and to
ensure it is communicated to all new starters.

When this SOP Should be Used

This SOP should be followed during out of hours Monday to Friday (17:00 —
09:00) and full weekends to ensure that in case of an emergency patients can
gain contact with the responsible Dr’s involved in the study.

4 Procedure(s)

e Patient rings Switchboard and asks to be put through to Dr.M.Proudfoot
or Dr.C.Johnston for the MND / MND-SMART study.

e The Operator should ask for the patient’'s name and contact telephone
number.

e The Operator should contact Dr Malcolm Proudfoot, as first point of
contact and if unavailable Dr Claire Johnston. The Operator will inform
them of the patient’s name and contact number and that they are involved
in the MND-SMART study.

e They should advise the patient that they will transfer them to the relevant
Dr.

e The Operator will transfer the call.

Related SOPs and Documents
N/A

Appendix A

N/A.
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