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  HLP portfolio – a guide

 Having a portfolio for HLP simply means having an A4 ring binder / lever arch file or similar with all the information you need in one place – both your formal documents and your evidence.

For ease of use, it should be divided up into separate sections. Here is a guide as to what they would be:

Workforce Development
	1
	HLP Accreditation Certificate
	Once you have your certificate. Keep it safe.

	2
	Copy of HLP Action Plan

	Copy of the Action plan agreed by the leader and Pharmacy team to achieve HLP 1 Status.

	3
	Training certificates


	Copies of all your certificates including Pharmacy leader training certificate, MUR certificate, Health Champion certificate, Introduction to Public Health CPPE Module and any relevant others that you may get as you work towards accreditation and beyond. NB. Leadership and Healthy Living Champion Certificates MUST be displayed.

	4
	Pharmaceutical Needs Assessment (PNA)
	Copy of the local current PNA with key points identified that reflect your local community. (As bulky document printing the front page or web page is acceptable)

	5
	Joint Strategic Needs Assessment (JSNA)
	Copy of the local current JSNA with key points identified that reflect the needs of the local population. (As bulky document printing the front page or web page is acceptable)

	6. 
	Copy of Annual Community Pharmacy Patient Questionnaire (CPPQ)
	Copy of the questionnaire that includes questions linked to local health and wellbeing service. Include the results and what you have done differently as a result.

	7
	Copies of the minutes of pharmacy team meetings that show shared learning from the Health Champion to the Pharmacy team
	See suggested meeting agenda on Avon LPC website. Complete the form at each meeting and get team members to sign and date to say they have attended.

	8
	Training Matrix
	Include all training internal and external eg smoking advisor, safeguarding, confidentiality, healthy eating, exercise, Diversity, Understanding the PNA and JSNA etc.

	9
	Leader 360 degree feedback
	Use Suggested Feedback form on Avon LPC website


	10
	Healthy Living Zone
	Standards for your Healthy Living Zone

	11
	Healthy Living Campaigns Evidence Sheets
	Use these sheets to plan campaigns and keep evidence of what was achieved, how many conversations held and leaflets given out. Include photo.

	12
	List of Local Commissioners
	Keep a current list of commissioners and what areas of Public Health they are responsible for and any correspondence you have had with them

	13
	List of Local community health and wellbeing resources and websites
	Eg Use of local web sites eg Well Aware in South Gloucestershire/Bristol, local diabetic group, wellbeing colleges, health hub/local walking groups, names/contact details of any local health champions

	14
	Evidence of Engagement with local GPs, Schools, Charities
	Eg Letter to GP, school nurse, local charity introducing yourselves and telling them what services you provide etc., feedback/photos of any local joint events

	15
	Public Health Leaflets ordering information and checklist
	Keep a list of your leaflets and where to re order them. Use a monthly checklist to ensure levels are checked and reordered. Keep checklist in portfolio

	16
	Letters/Internet feedback
	Complementary letters and comments from patients are always welcome 

	17
	Case studies
	If any member of your team has made a real difference to someone’s life, or if something has made you do things differently, write it down and keep a copy here.

	18
	PharmOutcomes printouts
	Using the reports available on PharmOutcomes. Use numbers of currently commissioned services to demonstrate your pharmacy commitment to quality service delivery as a basis for further commissioning.

	19
	Newspaper/Media clippings
	Your pharmacy life in the press! Cut out the articles and file here

	20
	Photos (other than those for

 Public Health campaigns)
	These may be anything in any of your team members’ life that supports HLP. E.g. team members, who have become dementia friends, run a marathon or lost weight to demonstrate their commitment to healthy living and to inspire others.

	21
	Community events
	Has your pharmacy taken part in any community event e.g. a health stand, safety event etc.? Add a photo and a few words about what you did here.

	22
	Evidence of pharmacy contributing to a sustainable environment
	Photos of Cardboard recycling, DOOP bins, paper disposal systems, copy of company policy


Engagement
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