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Introduction
The aim of this pack is to provide help, advice and guidance to; Local User Group coordinators, people who would like to set up a Local User Group or would like to attend a local meeting. 

We have drawn on the expertise of the established local user groups and have incorporated responses and comments made by local user group co-coordinators.

Background
The EMIS National User Group currently has over 2000 member organisations and there are around sixty local user groups that meet regularly. We hope this pack will provide useful information and guidance to enable your local group to flourish.

Local user groups are an essential form of communications for primary care teams implementing IT. As well as being a method of discovering ‘you’re not on your own’, it’s also a way of avoiding re-inventing the wheel, finding out about past, present and future developments, making sure your voice is heard and learning along the way.

Local user groups often meet during the evening, at lunch-times, afternoons or at weekends. Travel/locum assistance is rarely available which often means that it is difficult for the whole practice team to attend every meeting. It is important that the person who does attend feeds back to the rest of the practice staff. Minutes and hand-outs are a vital part of communication and these can easily be shared within each organisation.

Benefits of Local User Groups
Local user groups are a way of establishing a network of expertise, provide a platform to swap ideas, find out about new developments, represent individual users to EMIS or the PCT and can also provide excellent training services and are often best placed to identify training needs, even lobbying for resources.

EMIS NUG and You
The NUG is committed to improving communications and supporting your group as far as possible. NUG representatives are available to visit LUG meetings as and when required. We can talk about the benefits of our membership and what we provide as an organisation.

Local User Group coordinators are entitled to a discount on the price of conference when they attend this meeting. 
It is helpful if local user groups send the minutes of their meetings to the NUG (by email if possible), so that ideas can be collated and distributed from a central source. Uploading your minutes, agendas and any other LUG information to the NUG Web site means quick and easy access for everyone.

Further Information
If you have any comments, questions, ideas or would like some help with a local user group, please contact Judith Ellis, Office Administrator, EMIS National User Group, Suite 15, Enterprise House, Kingsway North, Team Valley, Gateshead, NE11 OSR.

Setting Up A Local User Group
Identifying Local Practices
The first step is to find out where other EMIS practices are located in your area decide on the area you want your user group to cover. The NUG office can provide you with a list of local practices, contact names, addresses and telephone numbers. If you are an isolated practice, with no other EMIS sites in reasonable distance, don’t panic - there are still other ways of communicating (see the web site section of this pack).

Assessing Interest
In order to assess interest, contact a few of the local EMIS practices (two or three) and gauge interest - most local user groups are a mix of GPs, practice managers, staff and nurses. Local practices may even offer assistance to get the group up and running.  PCT staff are often involved as well so speak to your PCT-IT lead.

Write a letter to each practice within your area to see if they are interested in attending and becoming involved in a local user group. You will need to find out what days and times are best for people to attend. 

Date, Time & Place
Pick a date (Wednesdays and Thursdays seem to be most popular), a time (while some local user groups meet over lunch-time, evenings are usual) and a venue.  A teaching room or practice waiting room with access to an EMIS terminal/play system provide an ideal venue. Moving the meetings around practices is also a good way of seeing how different practices set up their systems. Your PCT might also have a boardroom or training room you could book. 
Post-graduate centres often charge a fee for room rental and while these venues often have great presentation equipment available, you will rely on someone bringing a demo server, unless you dial into the practice.

Access to an EMIS system is not always necessary, but often useful. Consider keeping a play system up to date for user group activities.

Agenda & Objectives
You will need to draft an agenda. The first meeting must be very basic, Introductions, objective-setting and devising a plan for future meetings will be enough to keep everyone talking.

For future meetings, you may wish to cover specific system areas e.g. templates, protocols, appointments, audit and so on. It is important to re-visit topics that may seem routine. Different practices have different approaches to the most topics.

Consider what your objectives are for this group in the long term. As well as ‘key press’ expertise, local user groups provide an opportunity to consider a practice’s whole information requirements and strategy - why do we collect this data, what are the barriers to data collection, what quality controls are in place etc. 

In considering any module, look at the information management issues to make implementation the most effective. These issues will vary from practice-to-practice, but translation to a local user group environment will facilitate a new view of a topic. Appendix A gives some ideas for topics.

Invitations
When you have established the venue and best time for the meeting, write out to the practices you wish to invite with a copy of your draft agenda. Remember to include PCT staff, your EMIS contacts and the NUG. You might also consider advertising the meeting on the NUG Web site www.emisnug.org.uk 
Future Planning
At the LUG meeting, you may choose to run through the checklist at the back of this guidance pack (appendix B) to a decide format and frequency of your meetings. Quarterly meetings, with one main topic and a general question and answer session are a usual format. You might decide to split into groups to discuss a topic and re-convene to share different groups ideas. Or, you may choose to invite a speaker to deliver a formal presentation with discussion afterwards. A mixture of both these could be considered. 
Book and plan two or three meetings at a time. This allows plenty of time for preparation and book diaries with enough notice.

Chair/Committee
In order to keep the momentum going, some local user groups ‘elect’ a chairperson or secretary to oversee arrangements (that doesn’t mean you should be landed with all the administration!). The scope and responsibilities of local user group chairs and secretaries vary from group to group. It is important to set the ground rules and expectations early on - both for the chair, committee and local user group members.

Sponsorship and Finance
You may consider inviting sponsorship for your meetings to cover speaker, refreshment and venue expenses. Many local user groups are happy to let the host practice provide coffee and biscuits when it is their turn.

If the membership wishes to invite many outside speakers, who may have to travel, it might be an idea to have a membership fee. This could be used to reimburse traveling expenses.

The key to good meetings is an effective organiser, responsible for the meeting organisation and the minutes/notes afterwards. This is time consuming and would probably be more consistent if rewarded.

Summary:
1. Request a list of users in designated post-code areas from the NUG office.

2. Contact a few of these and see if other practices are interested in setting up a user group.

3. Pick a date and venue (usually a practice, a PCT office or Post-graduate centre).

4. Draft an agenda and objectives/terms of reference - nothing too ambitious.

5. Send out invitations - you may want to include PCT IT staff, EMIS trainers and the NUG.

6. Decide at the first meeting:

            i. Frequency of meetings

            ii. Locations

            iii. Format of the meetings

            iv. Membership

            v. Support and sponsorship

            vi. Secretariat and chair/committee

            vi. The date, time and topic(s) for your next meeting(s)!

Reviving A Local User Group
One well-established local EMIS user group changes its structure and format annually, in order to retain and revive interest. Other user groups plan an annual Christmas party! The time taken by organisers, speakers and members who give up time to attend should never be undervalued. Each member has something to contribute and this should be encouraged.

The following options could be considered to renew interest:

Timing of Meetings
Change from evenings to lunch-times, or vice versa?

Location
The venue chosen by local user groups is a major factor encouraging or discouraging users from attending: alternate between venues or suggest meeting at a newer user’s practice.

Planning
Plan meetings in advance so attendees have enough notice to fit it in there busy diaries. 

Social
Introduce refreshments and the opportunity for free discussion which will allow attendees the chance to have informal discussion with other users. One of the comments which are frequently made after the NUG national conference is a request for more time to get to know other users.

Content & Pitch
Make topics relevant and interesting, encourage new speakers to attend always ensure that there are new topics for discussion. Divide into beginners and advanced, this will ensure new members don’t feel intimidated and more experienced members will have the opportunity to learn new things. Users sometimes comment they don’t know enough to attend meetings - advertise a beginner’s session alongside the “techie” corner.
Membership
Ensure that you are aware of new EMIS practices in your area by obtaining a new list of local EMIS practices from the National User Group. You can contact new practices and ask them if they would like to join the group. 

Administration
It is important that the group shares the workload! Local user groups often flag, in spite of enthusiasm and expertise, because the key administrator is unable to continue. It is a big and time-consuming job to organise these meeting so ensure that the responsibility does not fall on one person’s shoulders. 

It’s You!
Where local user groups have not met for some time, take the initiative and organise a meeting (see previous section). You don’t need to be an expert on EMIS - the most successful local user groups are a good mix of users at all levels. While your colleague may be able to make protocols your hint or tip might be a real time-saver too.

Summary:
1. Review your membership - are you overlooking new users?

2. Vary the pitch - include users at all levels.

3. Start again!

The Website 
To get the latest news with regards to EMIS and the NUG, access to various information packs, useful articles from EMIS User magazine and information on local user groups please log on to www.emisnug.org.uk  
You will also find copies of handouts and presentations from the NUG Annual Conferences and other events on the web site. If you didn't attend the conference or missed out on some of the seminars, then please feel free download copies of the presentations. 

If you run or belong to an established local EMIS user group, or you are just setting one up, you can have your own dedicated area on the NUG Web site. In this area you can advertise your meetings, provide contact details and messages can be left to keep your members up to date with what is going on.  
For further information about how to get your details on the NUG Web site, please contact the NUG office or log onto the NUG website at www.emisnug.org.uk.
Useful Contacts - Local User Group Contacts
Details of established local user groups in your area can be obtained from the NUG office or the latest issue of the NUG magazine.

The NUG Committee
A full committee list is printed in each NUG magazine. Appendix C gives details of current committee members. Contact the NUG office for an updated list.

NUG Staff
Lorraine Witherspoon (Group Manager), Judith Ellis (Office Administrator) or Susan Dash (Finance and HR Officer), EMIS National User Group, Suite 15, Enterprise House, Kingsway North, Team Valley, Gateshead, NE11 0SR.  Telephone: 0191 487 4571 Fax: 0191 487 5471.

E-mail: info@emisnug.org
Appendix A - Suggested Topics
	Proposed Topic
	Required Resources
	Proposed Date

	Introduction to Computers
NUG Presentation
Repeat Prescribing
FHSA/GP Registration Links
Templates & Protocols
Macros
What I Still Use Paper For / The Bits to Computerise Next/Going Paperless
Searches / Statistics/Audits
Consultations
Appointments
Mail Merges/Letters
IOS Links
Data Quality
Scanning/Attachments
Community Module
Portable EMIS
Mentor

Population Manager
Dispensing
PRODIGY
Path Links
	e.g. ‘Play’ hardware
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	One Hint / Tip From Everyone
	  
	  


Appendix B
	Item
	Agreement

	  
	Suggestions
	Agreed

	Frequency of meetings
	Monthly
Quarterly
	  

	Location of Meetings
	Same practice
Rotating practices
Post-graduate centre
Health Authority
	  

	Format of Meetings
	Informal - no agenda
Invite speakers
Workshops
Mix of talk/Workshops
Variable - to be decided
Sub-groups
	  

	Membership
	Regional
Health Authority area
HA area/fringes
Fund-holders
	  

	Sponsorship
	Invite sponsorship
Don’t invite sponsorship
Suggest sponsors
Who will liaise +  sponsors
	  

	Secretariat
	Elect secretary
Rotate secretariat
Identify group secretary
	  

	Chairperson
	Elect chairperson
Rotate chair
Identify group chair
	  


	Topics
	Plan advance meetings
Identify topics
 Volunteers/speakers

	Date/Time/Topic for next meeting
	  

	Other/Miscellaneous
	  


