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Welcome to Airedale General Hospital
On behalf of all staff, may I take this opportunity of welcoming you to Airedale NHS Trust 
I appreciate that this may be an anxious time for you and your family, but I hope that the information contained within this booklet will help make your stay in hospital as comfortable as possible.
Thank you for choosing Airedale General Hospital for your forthcoming treatment.  We recognise that the prospect of hospital treatment can be daunting whether you are a day patient or will be staying with us for some time but please rest assured that all at the hospital are committed to making your time with us as comfortable and efficient as possible.

This handbook has been designed to give you information about coming into hospital and the services we provide for you and your family and friends.

If you have any questions about your stay or treatment the Nurse in charge or Doctor involved in your care will be happy to help.

We recognise that every patient is an individual and we will work hard to ensure that your stay with us is as pleasant as possible. During your stay we also ask that whilst we care for you, that you support us and treat us with respect.
We are always keen to hear about experiences, and if you have any comments about your stay I would welcome them, please use the form at the end of the booklet or contact the Patient Advice and Liaison Service directly on 01535 294019.

With very best wishes.
Chief Executive
Who should I see when I arrive
Please follow the admission instructions on your letter.  To help make your admission as smooth as possible it is important that you bring with you the following documents:

· Notification of admission.

· Postcode of your home address.

· The name and address of your family Doctor.

· It is extremely important that both medical and nursing staff are made aware of any specific allergy you may have.

· You will be asked to which ethnic group you belong.  This information is collected to enable the Trust to ensure that the service provided meets the needs of the community and to assist with the planning of future service provision.

Interpreting Services
If English is not your first language we have an Interpreting Service that can help you during your stay in hospital.

The staff will contact the Interpreting Services asking for the appropriate language and an Interpreter will visit your ward each day to identify your needs, and help you talk with our staff.

The Interpreting Service provides a wide range of languages including British Sign Language, Interpreters for the deaf and hard of hearing.

Coming into hospital
You should prepare for your admission into hospital to make sure things go smoothly.  When you come into hospital:
· It is important that you bring all your medicines with you, including anything which you may have bought over the counter from the Chemist without a prescription.  This includes any herbal or alternative medicines.  It is important that the Doctor who sees you first is able to have a look at them.
· Bring a warm dressing gown, slippers and nightwear.

· Bring a small bag with toiletries and other things you think you may need for the stay.

· Do not bring any alcohol, illegal drugs or tobacco products - the hospital is a no smoking area and illegal drugs or alcohol may interfere with your treatment and care.

· Do not bring large amounts of money or valuables; we cannot accept responsibility for any items that are not handed in for safe keeping.
· If you receive any pensions or benefits let the appropriate people know that you are being admitted.

Travelling to Airedale
If you have severe mobility problems and cannot use public or private transport, you may need an ambulance.  Your GP will arrange this for you.

Please remember that your treatment may prevent you from driving home after discharge.
Travelling by bus:
There are regular buses from Keighley and Skipton, many of which enter the hospital site.  Get off on the pathway near the Outpatients entrance.  Walk past the Outpatients entrance for a short distance.  Look for an entrance on your right.  This is the Main Entrance on Level One.

If your bus does not enter the hospital site then get off at the hospital stop.  From the Keighley direction take the subway under the road and follow it down to the Main Entrance on Level One.  From the Skipton direction follow the path until it joins the subway.

Travelling by train:
Steeton and Silsden railways station is about one mile from the hospital.  You will need to arrange a bus connection to the hospital.  A minibus, run by the hospital volunteers may be able to meet you at the station.  Ring 01535 294626 between 9.00am and noon, at least 24 hours in advance to book this service.

Bus and train information may be obtained from Metroline on 0113 245 7676 or via their website www.wymetro.com
For Keighley and District buses contact their customer service department on 01535 603284.

Travelling by car or taxi:
Turn right on entering the hospital.  Then take the second left turn and carry on until you arrive in an area for turning, picking up and dropping off people.  Here you will see the Main Entrance on Level One.  The reception desk is straight in front of you once you are through the door.  Information about public transport services is available here.

If you, your relatives, or friends are driving to the hospital and wish to park for a longer length of time.  The largest car park is found by turning left on entering the hospital.  Follow the road until you see the entrance to the West Car Park on your left from here you enter the hospital by the West Car Park Entrance which brings you in on Level One.  There are also a number of other, smaller, pay and display car parks around the hospital site.

If you, or your visitors, intend to use a car to get to the hospital then you should know that we operate a ‘pay & display’ scheme.  You should bring some change with you.  The money we get from this scheme pays for the maintenance of the car parks.  It also pays for the car parking attendants and the security systems and security staff for the hospital.  There are limited parking spaces at Airedale, please allow plenty of time to park.

If you are going to visit the hospital several times in one week you can buy a concessionary ticket which will save you money.  Talk to the staff or car park attendants about this.

Drivers with a ‘disabled’ badge may park in the free disabled spaces which are close to each of the entrances.

Please park in a considerate manner.  Ambulances and buses need clear access to the hospital.  If you need help finding a space to park then please talk to one of the car parking attendants who will be happy to assist you.  Help points are situated in both the West carpark and the new Outpatients carpark.
There may be times when there are so many cars on the site that parking is difficult.  Please allow time to find a parking space.

Reducing the risk of infection in hospital: What you can do to help
The risk of acquiring an infection whilst in hospital remains low.  Here at Airedale Hospital all the staff work hard to ensure there is high quality, safe infection prevention and control practice throughout the hospital.

As a patient, you can further help us to further reduce the risk by following the key points below:
· Always have available wet wipes for hand cleansing.

· Always clean your hands before meals and after using the toilet or commode, coughing, sneezing or blowing your nose.

· Try to keep your bed area free from clutter.  This will allow the area to be cleaned properly.

· If you visit the toilet or bathroom and it does not look clean report this immediately to a member of staff and use an alternative.

· If you or your visitors notice something which has been missed during cleaning, report it immediately to a member of staff.

· Avoid touching your wounds, drips, catheters or other tubes.  Clean your hands before and after if for any reason you do need to touch them.

· If you have an intravenous cannula (line / drip) placed in your vein and you experience pain, swelling or redness around the site or the area feels hot to touch or you feel hot / cold / shivery or if the dressing is wet / dirty, or falls off inform a Nurse immediately.

· If a member of staff needs to examine you or perform a procedure do not be afraid to remind them to clean their hands if you are worried they may have forgotten.  It’s OK to ask!
· Encourage your visitors to use the antibacterial hand gel before entering or leaving the ward.  Alternatively they can clean their hands with liquid soap and water.  They should also cover any open wounds such as a cut finger with a waterproof dressing.

· If you have diarrhoea always use liquid soap and water or a detergent hand wipe to clean your hands.  This also applies to your visitors.
· If your visitors have symptoms such as diarrhoea or vomiting or infections such as chickenpox they must not visit.  Please discuss this with the Nurse in charge of the ward.

· Avoid sitting on other patients’ beds.  Please ask your visitors not to sit on your bed.

If you have any further questions, please ask a nurse to contact a member of the Infection Prevention Team.

Reducing the risk of infection in hospital: What visitors can do to help
Airedale NHS Trust and its staff are working very hard to ensure there is high quality, safe infection prevention and control practices throughout the hospital. 

Many of our patients are vulnerable to infection.  Maintaining their safety is paramount.  Help us to reduce the risk by following the key points below:
· Visit only during the designated visiting times unless alternative arrangements have been agreed with the Nurse in Charge.
· Children under 16 are not allowed to visit unless there are exceptional circumstances where visiting may be agreed with the Nurse in Charge. 
· There may be different visiting arrangements for the Coronary Care / Intensive Care / High Dependency Unit, Children’s Ward, Neonatal Unit, and Maternity Unit. Please ask staff on these units directly.
· Please wash your hands with soap and water or use the antibacterial hand gel on entering and leaving the ward.
· Only 2 visitors at the patient’s bed-side, at any one time.  Please take it in turns if necessary.
· Please do NOT sit on the beds.

Please DO NOT bring pre-prepared foods into the hospital for patient consumption, and avoid eating and drinking on the wards.
The Trust endorses a clear locker top approach to improve access for cleaning teams and help prevent hospital acquired infections.  Friends and relatives will be requested not to bring in any unnecessary items.

Help keep the hospital clean and inform staff of any cleaning concerns.

If you have an open wound e.g. a cut finger cover it with a waterproof dressing.

Visitors are asked NOT to come to the hospital if they have: 

· Vomiting and/or diarrhoea and until they have been symptom free for 48 hours.
· Coughs, colds or flu-like symptoms.
· Any infectious conditions e.g. chickenpox, mumps.
· If you have had any contact with family or friends with any of the above.
Advice on the above can be sought from the hospital Infection Prevention Team contactable via switchboard on 01535 652511.  Please be reassured you will be provided with individual information regarding infection prevention, as your plan of care dictates.

If the ward has an outbreak of diarrhoea and vomiting you will see this poster, please follow the instructions.
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This ward is experiencing a problem with 
vomiting and diarrhoea
Please follow the advice below:
· Wash your hands on entering and exiting the ward.

· Avoid eating and drinking on the ward.

· Restrict your visits where possible

· Do not visit the hospital if you have symptoms of diarrhoea and/or vomiting.

· Wait 48 hours from your last symptoms before visiting.

Director of Nursing.

Medical Director.
Thank you for your support.
Arriving on the ward
Most of the wards look after both men and women.  However, you will be cared for in either a single room, or in a four bed bay with people of the same sex.  The bathroom and toilet areas are all single sex.

You will be cared for by the ward team.  One of the nurses will take responsibility for your care on the ward and will talk to you about your stay.  All our staff wear identity badges, so that you know who they are.
Remember, if you want to know anything about your illness or your care, please ask a doctor or the nurse in charge of your care.  You can also ask for an appointment with your consultant if you have any concerns about your care.

If you have any other special needs then please talk to your doctor or nurse when you arrive.  They will advise you and make any special arrangements that are needed for you.

Meals and snacks
The Catering Department at Airedale provides a full meal service, with choices to suit every dietary requirement.

Our dieticians and catering staff work hand-in-hand to create suitable meals.  Many of our wards have ward hostesses who are there to help make sure that you get the food and drink you need.

If you require a specific diet, such as Kosher or Halal, then please let your ward hostess or nurse know about this when you arrive on the ward.  We have a variety of menus available to meet individual needs.  Information about the menus is available in a booklet that you can read.
Our main meals are served three times per day at about 7.45 am, 12.00 noon and 4.30 pm

If you miss a meal for any reason, such as being away from the ward having tests, the Ward Hostess or Nurse will make sure that food is available on your return.

After 8.00 pm in the evening when the Catering Department is closed, ‘snack boxes’ are available for those patients who have just arrived. The nurses on your ward will help you if you need one.

If you wish to talk to someone about the meals services at Airedale just ask the nursing staff to contact the catering staff and someone will visit you.  Alternatively talk to the ward hostess if they are on duty.
There is also a questionnaire on the back of your menu for you to complete if you wish.

Visiting
Visiting the ward areas is not encouraged on Wednesday afternoons.  This time is designated to allow for a thorough weekly clean to take place.  There is a normal cleaning regime in place during the other days of the week.
Most of the wards allow visitors between 2.00 pm and 4.00 pm and from 6.30 pm until 8.00 pm.  The times may vary and are different in maternity and other specialist areas.
It is important that visiting does not interfere with your recovery and that of the patients around you on the ward.  We ask you to limit your visitors to one or two at a time and if children under the age of 16 have been given permission to visit, please make sure that they are supervised at all times.  Visitor numbers and behaviour is monitored by the nursing staff.  Very occasionally visitors can be disruptive.  When this happens the nurse in charge may ask that visitors leave the ward to restore calm.

Your visitors can get refreshments at the two shops run by our volunteers and in the hospital dining room.  They should ask a member of staff for directions to the dining room where they can buy snacks, sandwiches and full meals.  The hospital shops are in the Main Entrance and Outpatients Department.

Telephone enquiries
Doctors’ rounds happen from 8.00-1.00am most days.  We would ask your relatives / friends to nominate one person to telephone the ward between 10.00 and 11.00am, if possible, and that person to update the rest of the family.
In addition, we would ask you not to call during meal times as the Trust operate protected meal times for our patients and the nurses will be involved in supervising this routine.
Mobile telephones
Airedale NHS Trust knows when you are in hospital it is important to keep in touch with friends and family.  While the Trust recognises the advantages of mobile phones, it also has a duty to protect the privacy and dignity of all patients.
Please ensure you comply with the following restrictions:

· Phones must only be used in permitted areas.  Check with nursing staff.

· Phones on wards must be set in SILENT mode.

· Take calls in the dedicated area so patients are not inconvenienced.

· Cameras or recording devices on mobile phones must not be used.

· Phones must not be charged on Trust property.

Thank you for your co-operation.
Zero tolerance to aggression
Airedale NHS Trust does not tolerate any kind of aggression towards our staff.

If you or your visitors behave in an unacceptable manner we may contact the police.  In extreme cases we may ask you or your visitors to leave the hospital.

Smoking
Airedale Hospital is a no smoking hospital, therefore we would ask you not to smoke during your stay in hospital.

Smoking is harmful to your health and may delay your recovery.  In some situations, for example near an oxygen supply, smoking can be dangerous and could cause an accident.

If you have been thinking of giving up smoking you can ask the ward staff to help you contact the Smoking Cessation Nurse.
Fire safety
Fires are rare in hospitals but if a fire starts the staff are well trained and know how to respond.

We test the fire alarms every Monday morning, usually after 8.00am, the alarm is sounded for a very short time.  If the alarm persists please take notice of any staff instructions.
Instructions on what to do if you discover a fire, or if you hear the fire alarm, are clearly posted around the hospital.  Please take time to familiarise yourself with them.  If you see anything that may cause a fire please let the ward staff know straight away.
Confidential information
All confidential information about our patients is kept safe, in case we have to treat you again.  We only share clinical information with people who need to know about your care.  Other information, that does not include your personal details, may be used for planning, training and research.

For reasons of confidentiality we cannot give detailed information out over the telephone.  It would help us if one of your relatives makes enquiries and passes the news on to the rest of the family members.

You have a right to read your medical records - including those kept on our computers.  In accordance with the Data Protection Act 1998, please telephone 01535 292207 in order to request an application form and the details of costs.

Please note that if you want to look at the records about care given to you more than forty days ago there is a small charge for this.  This is to cover administration costs.

Research and students
Airedale is a hospital where students are trained.  We also help conduct research to improve the care the NHS is able to give patients.  There may be occasions when you will be given care delivered by a student.  The student will be working under the supervision of a suitably qualified person.
You may also be approached to become part of a research study.  If this is the case, a doctor or nurse will explain about the study and ask if you want to take part.
If you do not want to have a student involved in your care or to join in any proposed research, you have the right to refuse.  Exercising these rights will have no effect on the standard or level of care you receive during your stay with us.
Spiritual care
As well as the medical care and treatment we also provide spiritual, religious and cultural support.  This is part of our commitment to quality care for all our patients.

When you are admitted we will ask you about your spiritual beliefs.  If you have told us that you belong to a Christian denomination then a Chaplain or Chaplaincy Assistant may visit you on the ward.  If you are a member of another faith then it is the Chaplain’s job to make sure you get any help from the leaders of your faith.
We have a chapel where you or your visitors can have a confidential talk with the Chaplains.  It is also open for prayer and reflection, day and night, and there are regular services for all denominations.

For Muslim patients there is a special prayer room, with washing facilities.  We also have male and female pastoral workers fluent in Urdu and Punjabi who visit the wards.
If you wish to see a Chaplain or pastoral worker urgently then please ask the ward staff to arrange this.  The Chaplaincy service also has a range of useful leaflets.

Volunteers at the hospital
As well as employed staff within the hospital we have many volunteers.  These volunteers run a number of services designed to make your stay more pleasant and comfortable.

There are too many to mention them all, but here are some of the services they offer:

· Keeping flowers fresh and tidy.

· Two hospital shops provide a wide range of useful item to buy.

· There is a trolley service that visits the wards providing small items to buy and library books to borrow.

· Volunteers provide many hours of radio programmes each week on our own Radio Airedale channel.

· There is an active minibus service that helps visitors travel around the hospital site.

· Volunteers provide a befriending service in some areas and will help patients to attend services at the chapel.

Ward staff will be happy to tell you about the services provided by volunteers on your ward.

Cash machine
There is an automated cash machine at the top of the stairs of the main entrance on Level 2.  There is a no withdrawal charge for those people who are part of the “Link” account system, and the machine accepts most main types of card.
Going home from hospital
During your stay the staff will talk to you about any arrangements to be made for your return home.  We want to make sure you get home safely and are as comfortable as possible when you get there.

A date for your discharge will be agreed between the doctors, your nurse, your therapist, and if appropriate, yourself and your relatives.  If necessary we will tell other people who are involved in your care e.g. social workers.  This is so that they can plan any help you may need when you when you get home.  If you require nursing care when you get home we will have contacted the District Nursing Service about your needs before you leave the hospital.
The day you go home
On the day of your discharge your doctor or nurse will confirm that you are fit to go home.  We will then arrange for your discharge medicines to be ordered.  You may need an ambulance to take you home and if so we will order one for you.
You might also need an outpatient appointment.  If this is the case we will either give it to you before you leave the ward or it will be posted to your home.  If you need transport to be able to attend an outpatient appointment then please discuss this with your nurse before you leave.

It takes about four to six hours to make these arrangements.  Your discharge time will be some time after the decision to discharge is made.

Please consider how you will get home.  If you need any advice ask the ward staff who will be happy to help.  They can tell you about local taxi services and advise on the best arrangements.  A summary letter containing essential information about your hospital stay will be sent to your GP within 48 hours of you going home.  Your Consultant will write a more detailed letter which will be sent out a week or two later.
Getting help if you have problems
We are proud in the high quality of treatment and care we give at Airedale but sometimes things don’t go quite as we would like them to.
If you have any problems with the way we are looking after you then please let us know.  You could talk to your nurse or doctor who will try to sort out any problems before they become too serious.

You can ask to talk to the ward manager or the matron for the area you are in.  They will do their best to deal with any problems and they have the authority to make things happen.
Patient Advice and Liaison Service (PALS):
You can ask to see one of our PALS Officers.  They work to solve patients’ problems and will put you in touch with specialist advocacy services if you need them.  Ask your nurse to arrange for one of the PALS Officers to visit you.

Complaints, comments and compliments
We are always trying to improve the patient’s experience and your comments about your care you have received are valuable to us.  We use them to tell us what needs improving.  Please let your nurse or doctor know how you feel about the care you have been receiving at Airedale General Hospital.
If you have a complaint, and would prefer to write to us, then address your letter to:


The Chief Executive


Airedale NHS Trust


Airedale General Hospital


Skipton Road


Steeton, Nr Keighley


West Yorkshire, BD20 6TD
Alternatively you can email us at complaints@anhst.nhs.uk  We will acknowledge your letter within two days.  We then investigate the complaint will aim to write back within four weeks to let you know the outcome.  An investigation will be instigated and we aim to reply with the outcome.
If you wish to compliment us on your care then you can write to the Ward or Department or the Director of Nursing at the address above.

Queries
To contact Admissions Office ring 01535 294222.

Information about Airedale, including a map of the hospital can be found on our website at www.airedale-trust.nhs.uk
Services for the hard of hearing
To contact the hospital Minicom, ring 01535 295 008.  There is a portable Minicom system available to use during your stay.  Ask the ward staff to contact the switchboard.

To contact the hospital using fax send to 01535 295 003.
Hospital cleanliness

The Domestic Services Department is committed to preventing infections by ensuring the highest standards of cleanliness are achieved at Airedale.

Our aim is to provide a clean, comfortable and safe environment for our patients, staff and visitors

We adhere to the NHS National Colour Coding policy using microfibre, traditional and specialised cleaning systems to achieve nationally recognised cleanliness standards.

Please help keep our hospital clean and report any cleaning concerns          

Further information regarding the cleaning systems we use including cleaning schedules and frequency of cleaning      available in leaflets provided on the ward and also displayed on the corridor wall on each ward area.

Contact the Domestic Services manager via switchboard on 01535 294532 if you require further help or information.

How we use your health records
Why we collect information about you
In the National Health Service we aim to provide you with the highest quality of health care.  To do this we must keep records about you, your health and the care we have provided or plan to provide for you.

These records may include:

· Basic details about you, such as address, date of birth, next of kin.

· Contact we have had with you such as clinical visits.

· Notes and reports about your health.

· Details and records about your treatment and care.

· Results of x-rays, laboratory tests etc.

· Relevant information from people who care for you and know you well, such as health professionals and relatives.

It is good practice for people in the NHS who provide care to:

· Discuss and agree with you what they are going to record about you.
· Give you a copy of letters they are writing about you.

· Show you what they have recorded about you, if you ask.

How your records are used
The people who care for you use your records to:

· Provide a good basis for all health decisions made by you and care professionals.

· Allow you to work with those providing care.

· Make sure your care is safe and effective.

· Work effectively with others providing you with care.

Others may also need to use records about you to:
· Check the quality of care (such as clinical audit).

· Protect the health of the general public.

· Keep track of NHS spending.

· Manage the health service.

· Help investigate any concerns or complaints you or your family have about your health care.
· Teach health workers.

· Help with research.

Some information will be held centrally to be used for statistical purposes.  In these instances we take strict measures to ensure that individual patients cannot be identified.

We use anonymous information, wherever possible, but on occasions we may use personally identifiable information for essential NHS purposes such as research and auditing.  However, this information will only be used with your consent, unless the law requires us to pass on the information to a third party.

You have the right
You have the right to confidentiality under the Data Protection Act 1998 (DPA), the Human Rights Act 1998 and the common law duty of confidence (the Disability Discrimination and the Race Relations Acts may also apply).

You also have the right to ask for a copy of all records about you (you may have to pay a fee).

· Your request must be made in writing to the organisation holding your information.

· There may be a charge to have a printed copy of the information held about you.

· We are required to respond to you within 40 days.

· You will need to give adequate information (for example full name, address, date of birth, NHS number etc).

· You will be required to provide identification before any information is released to you.

If you think anything is inaccurate or incorrect, please approach the health professional in charge of your care.
Notification
The Data Protection Act 1998 requires organisations to notify the Information Commissioner of the purposes for which they process personal information.

The details are publically available from:

The information Commissioner

Wycliffe House, Water Lane, Wilmslow

Cheshire, SK9 5AF

Tel: 01625 545745    www.informationcommissioner.gov.uk 
How we keep your records confidential
Everyone working for the NHS has a legal duty to keep information about you confidential.

We have a duty to:

· Maintain full and accurate records of the care we provide to you.

· Keep records about you confidential, secure and accurate.
· Provide information in a format that is accessible to you (for example, in large type if you are partially sited).

We will not share information that identifies you for any reason, unless:

· You ask us to do so.

· We ask you and give us specific permission.

· We have to do this by law.

· We have special permission for health or research purposes.

· We have special permission because the interests of the public are thought to be of greater importance than your confidentiality.

Our guiding principle is that we are holding your records in strict confidence.

Sharing your information?
We may share information with the following main partner organisations:

· Strategic Health Authorities

· NHS Trusts (other hospitals and Primary Care Trusts)

· General Practitioners (GPs)

· Special Health Authorities

· Ambulance services

· Cancer screening programmes and registries

We may also share your information, with your consent and subject to strict sharing protocols about how it will be used, with:

· Social Services

· Education services

· Local authorities

· Voluntary sector providers

· The private sector

Further details about how your health information is shared safely and securely can be found in the NHS Care Records Service - Your questions answered leaflet.  Contact your local Patient Advice and Liaison Service (PALS) to order a copy.

Maternity services
For specific information regarding our maternity services, please see the additional leaflet “Maternity Services Guide”, available from the Antenatal Clinic.
How to comment on your care
Your views about our services are important to us.  Your experiences will help us to improve existing services and influence our future plans.

Do you have any comments about our services?

This might be something that went well, or a concern about the care that you - or someone you care for - has received at our hospital.

If so we would like to hear your views and comments.  Please write your comments, compliments or concerns overleaf.

If you would like us to contact you regarding this please write your contact details:

Name:
________________________________________
Address:
________________________________________


________________________________________
Tel No: 
________________________________________
Then tear out this page and return it to:
Patient Advice and Liaison Service

Airedale General Hospital

Skipton Road
Steeton
Nr Keighley

West Yorkshire, BD20 6TD


This information can be made available in other languages and formats (large print, Braille & audio) if requested.  Please telephone the Patient Advice and Liaison Service (PALS) on: 01535 294019
Author:
Sherie Herpe, Matron for Day Surgery / OPD / POA

Telephone: 01535 294202
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