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Procedure Unit on (03) 5521 0684
ON:
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MEDICATION INSTRUCTIONS:
Please take only the following medications on
the day of your surgery. You may take these
with a small sip of water:

Please stop taking the following medications:
			On
			On
			On

Welcome to Portland
District Health
This handbook is to provide you (and
your family) with information about
Portland District Health and highlight
certain policies that you will need to
be aware of during your stay with us.
Please do not hesitate to ask questions
of our staff regarding your illness,
treatments or hospital routines. Our
aim is to ensure we respond to your
individual health care needs to the best
of our ability.

Our History
Portland’s Health Services are
steeped in history with land set aside
in April 1858 for “an Asylum for the
benefit of the afflicted or distressed
inhabitants and sojourners for the
time being of and in the said Town
and neighborhood and for no other
purpose whatsoever”.
The trustees who reserved that land
were James Blair, Charles Arthur Dodd,
Francis Henty, Thomas Must and
Thomas Finn.
Established under the Health Services
Act 1988, Portland District Health today
stands as a modern Public Health
Service evolving from the amalgamation
of the Portland and District Community
Health Centre and the Portland and
District Hospital on July 1 2003.

Vision, Mission and
Values of Portland
District Health
Vision
To be a leading rural health
service.
Mission
Portland District Health is
committed to the health and
wellbeing of its community.
Values
Respect
Is a willingness to show
consideration to ourselves and
others.
Compassion
Is to acknowledge each other’s
humanity with understanding and
care.
Partnership
Is working together to achieve a
common goal.
Excellence
Is aiming to exceed expectations
in the provision of health care
and making best use of our
available resources.
Equity
Is about fairness, justice and
trying to do the right thing.
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10 Ways to Get Involved
in Your Healthcare
These tips are provided to assist
you in becoming more active and
confident in your healthcare.
You are encouraged to:
1. Be actively involved in your own
healthcare.
Take part in every decision to get
the best possible care for your
needs.
2. Talk about your options if you
need to go into hospital.
Ask:
How quickly does this need to
happen?
Is there an option to have the
surgery / procedure done as a day
patient?
3. Make sure you understand what
will happen if you need surgery
or a procedure.
Ask:
What will the surgery or procedure
involve and are there any risks?
4. Make sure you, your doctor
and your surgeon all agree on
exactly what will be done.
Close to the time that you are due
to have your operation, confirm
exactly what the operation is going
to involve.
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5. Speak up if you have any
questions or concerns.
Ask questions
Expect answers that you can
understand
Ask a family member, carer or
interpreter to be there with you, if
you want this.
6. Learn more about your condition
or treatments.
Collect as much reliable
information as you can
Ask your health professional:
Please tell me more about my
condition, tests and treatment
How will the tests or treatments
help me and what is involved?
What are the risks and what is
likely to happen if I don’t have this
treatment?
7. Keep a list of all the medications
you are taking.
Include:
Prescriptions, over-the-counter
and complementary medicines
(e.g. vitamins and herbs); and
Information about drug allergies
you may have.

8. Make sure you understand the
medicines you are taking
Read the label, including the
warning and make sure it is what
your doctor orders for you.
Ask about:
Directions for use
Possible side effect or interactions;
and
How long you’ll need to take it for
9. Get the results of any test or
procedures
Ask:
The doctors for the results of any
test(s) or procedure
What the results mean and how do
they affect your care?

Find out more:
To find out more about the
Australian Commission on
Safety and Quality in Health
Care by calling (02) 9263 3633
or through its website at
www.safetyandquality.gov.au
10 tips have been adapted
from the US Agency for
Healthcare Research and
Quality patient fact sheet
(www.ahrq.gov/consumer)

10. Before you leave hospital, ask
your healthcare professional to
explain the treatment plan you
will use at home
Make sure you understand your
continuing treatment, medicines
and follow-up care
Visit your GP as soon as possible
after you are discharged.
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Preparing For Hospital

4

What should I bring to hospital?

You may also like to bring along:

•

Medicare Card, Health Care Card
and private health fund details if
applicable

•

A favourite toy or activity for
children

•

•

Current X-Rays

An activity for adults e.g.
crosswords, books to read etc.

•

Current medications including
details of herbal or nonprescription medications
(see your medications page 9)

What’s best left at home?
We hope that you will understand that
we are unable to take responsibility for
items such as:

•

Details of community services you
use, if applicable

•

Pyjamas, dressing gown and
comfortable day wear

•

Valuable items such as jewellery

•

Slippers or shoes that you can
walk in safely

•

Large amounts of money

•

•

Walking stick, frame or crutches –
if required (Please label these with
your name)

Expensive electronic games and
equipment

•

Hearing aid or glasses if you need
them

•

Ear plugs for sleeping if you need
them

•

Essential toiletries: e.g. soap,
toothbrush, toothpaste, comb

Electrical Equipment – Can I bring
it into the hospital?
It is preferable that you do not bring
electrical items (such as electric razors,
laptop computer, or mobile phones).
This is because all equipment needs
to be safety checked prior to plugging
into power. If you require equipment
due to a longer stay in hospital, this
should be discussed with the Nurse
Unit Manager so electrical testing can
be arranged.

Patient Rooms
Hospital rooms are set up in a number
of configurations. These are single
rooms, double and four bed rooms.
All rooms have access to bathroom
facilities.

when allocating single rooms. At times
it may be necessary to have both men
and women sharing a four-bed room,
however single gender rooms are
always our first choice.

Rooms are allocated firstly on the
basis of health need. Private health
insurance status will be considered

Private Patients
On admission to Portland District
Health you can choose to be admitted
as a private or public patient.
Regardless of whether you are
admitted as a public or private patient
the quality of care shown to you will be
of the same high standard.
When admitted as a private admitted
patient you can be treated by the
doctor of your choice (providing that
your doctor has visiting rights at this
hospital).
You will be responsible for the payment
of the hospital accommodation fees
and charges for all medical and
ancillary services.

Private patients enjoy free newspapers,
television and telephone card (if
required) for local calls and a voucher
redeemable from the hospital kiosk
located on the ground floor.
Single rooms are allocated according
to medical needs. If you are insured for
single room cover, and request this,
we will do our best to accommodate
you but cannot guarantee that a single
room will be available.
You can discuss all aspects of being
admitted as a private patient with
our Private Patient Liaison Officer by
telephoning (03) 5521 0397.
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Coming To Hospital For Surgery
If you are coming to hospital for
either a day procedure or a longer
stay, you will be given paperwork to
complete before your preadmission
appointment. You will receive this
paperwork through your treating
specialist or General Practitioner.
Completed paperwork should be
returned to the Preadmission/
Admission Office at the PDH Specialist
Centre in person or posted in the reply
paid envelope supplied.
After a surgery date is confirmed by
the Preadmission nurse you will be
advised to contact the Day Procedure
Unit on a (prior to your surgery date)

nominated day for admission and
fasting information.
Please remember to bring any X-rays
and all medications that you are
currently taking
It is important to tell us before the day
of surgery if you have any allergies
Most medication should be continued
as usual right up to the day of surgery.
You will be advised prior to surgery
which medications you should cease
and how long before surgery to stop
them. If you have any questions,
please contact Day Procedure Unit on
(03) 5521 0331.

Consent For Procedure
Consent means that you give
us permission to undertake a
procedure or provide medical
treatment.

filled out with your Doctor (specialist)
and you will be required to send or
deliver in person to the Preadmission/
Admission Office.

Consent can be:
• Implied by your actions, for
example when you put out your
arm after a nurse has explained
how a blood test will be carried
out.
• Given verbally such as when you
agree to proceed with an X-ray.
• Given in writing.

Your doctor will explain the medical
treatment, operation or procedure that
you may need. It is important that you
understand what the doctor has said
so that you can make an informed
decision about your treatment that you
may feel fully comfortable with. It may
be helpful to have a family member or
friend with you when you speak with
the doctor.

Written consent is required prior to
a procedure or operation. You will
be required to sign a Consent for
Procedure form. This form will be
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It is also important for you to know that
you have the right to refuse treatment
during your hospital stay.

Allergies and Intolerances
It is critical that you advise the
doctor, nurse, or pharmacist if you
have had any unexpected reactions
or allergies to any medications in
the past or have any other allergies
or intolerance.

This might include certain foods or
drinks, adhesives tapes or dressing, or
anything else you have had negative
reactions to in the past.

Your Medications
To assist us with knowing exactly
what medications you are taking,
please bring your updated
medication list and all of the
medicines you have been taking
at home in their original, labelled
containers.
This includes any over-the-counter
medications that you have bought from
your local pharmacy, supermarket or
health store.

Your medications will either be stored
securely in your bedside lockers,
or stored within the pharmacy
department to be returned upon
discharge if still required. Medications
may be sent home once the
pharmacist or doctor has taken a list of
medications.

Some reminders:

Important questions to ask:

Have we returned your medications
that you brought with you prior to your
leaving?

How am I supposed to take the new
medication(s)?

Has a pharmacist spoken with you
during your stay? If not and you
have some questions about your
medications, ask the nursing staff to
contact the pharmacist to speak to
you before you go home.

Does this new prescription mean I
should stop taking any of those that I
was taking before coming to hospital?
Are there any side effects I should be
aware of?
Can I stop taking my medicine if I feel
better?
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Transfers
Patients sometimes need to go to
another health service. This will be
arranged by the nursing staff on
your ward in consultation with the
medical team, yourself and your
family.

Decisions regarding the type of
transport needed are based on your
clinical status, your destination and
whether the transport is required as an
emergency.

Planning For Going Home
Your discharge from hospital will be
planned in advance. Your doctor
will let you know your expected
discharge date soon after you are
admitted.
You and your carer (if applicable), will
be involved in the planning / timing of
your discharge. Your discharge date
may be changed, depending on your
medical condition.
Discharge time is 10am. We believe
patients should be able to go home
as soon as their health permits. We
will involve you as much as possible in
the planning and preparation for going

home and listen to any concerns you
have.
It is best that someone accompanies
you home. If you feel you may require
additional support at home, please
discuss this with staff. A referral can
be made to Glenelg Shire Home and
Community Care Program.
If you decide to discharge yourself
against medical advice, you will be
asked to sign a form absolving the
hospital from liability if problems arise.
However, this should not stop you from
seeking further treatment if you later
have concerns.

Students
Portland District Health is proud of
its role in teaching and training new
health professionals.
From time to time patients may be
asked to participate in teaching or
training opportunities for our staff
and students. We greatly appreciate
8

your assistance with this, however it
is important for you to know that you
have the right to say ‘no’ to students
being involved in your hospital stay
at any point without this decision
impacting on your care. All students
can be identified through their badges.

Compliments, Complaints and Suggestions
At Portland District Health we have
a dedicated team of health care
professionals and support staff who
endeavour to provide the highest
possible standard of care and
service.

you can also talk to the Complaints
Liaison Officer.

We appreciate all feedback about
the services and care we provide.
The feedback received is used to
continually improve the quality of our
services. Any information provided will
not affect your care. You will be treated
with respect and your feedback will be
dealt with in a timely manner.

If you believe your concerns have
not been adequately addressed
by Portland District Health you
can contact: The Health Services
Commissions, Level 30, 570 Bourke
Street, MELBOURNE VIC 3000
Telephone: 8601 5200 or
Freecall: 1800 136 006

What to do if you have a concern:
Firstly speak to a staff member directly
involved in your care or the person in
charge of the area.

More information can be obtained from
the Compliments, Complaints and
Suggestions brochure. Please ask the
nurse or person in charge of your care
to get one.

Should you wish to make a complaint,

Put your concerns in writing addressed
to the: Chief Executive, Portland
District Health, Bentinck Street,
PORTLAND VIC 3305

Advocacy
What is an advocate? An advocate
is someone who acts on behalf of
another person.
You are welcome to use an advocate
if you want assistance with particular
issues or accessing services.
Some of the common uses of
advocacy services include:
•
•
•
•
•

Access to disability services
Guardianship issues
Dispute resolution
Legal problems
Making a complaint

Accessing an Advocate: If you would
like assistance with accessing an
advocate please feel free to speak to
one of our staff members
At any time you have the right to
change your advocate or decide to
self-advocate.
An advocate could also include a
family member or personal friend to
act on your behalf.
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Rights and Responsibility
Your Rights

You have a responsibility to

Portland District Health has adopted
the Australian Charter of Healthcare
Rights; this document informs
patients of their rights. The rights
include:

•

Cooperate with your treating team
Keep appointments arranged for
you.
Understand the consequences of
any decision you make to refuse
care or treatment

•

Provide to the best of your
ability, information to assist with
your treatment. Provide accurate
information about your own and
any relevant family medical history;
including all medications , drugs,
remedies or substances that you
are taking

•

Tell us when you have questions
or concerns about your care.
Ask questions so we can assist
you to understand your medical
condition, treatment and care

•

Support us in providing an
environment that is safe, clean and
pleasant. Follow rules regarding no
smoking areas and the prohibition
of alcohol and illicit drugs on
Portland District Health premises.
Keep noise to a minimum for the
benefit of those around you

•

Show respect for the people
taking care of you and others
users of our services. Respect
the privacy, needs and dignity of
others by being courteous and
considerate

Access – You have a right to the health
care you need, regardless of your
ability to pay, or whether you have
private insurance.
Safety – You have a right to safe, high
quality care.
Respect – You have a right to be
treated with respect, dignity and
consideration
Communication – You have a right
to clear, understandable information
– and to ask questions – about your
condition, treatment options, expected
outcomes, side effects and costs.
Participation – You have a right to
take an active role in your health care,
and to participate in decisions about
your treatment.
Privacy – You have a right to privacy
and confidentiality of your personal
information
Comment – You have a right to give
positive or negative feedback, ask
questions and make complaints about
your care.
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Freedom of Information
The Freedom of Information Act (FOI)
1982 gives you the right to access
your information held in Portland
District Health (PDH) medical records.
FOI also allows you to amend incorrect
information in your records and to
request an explanation or a summary
of the information.
How to apply
Applications must be in writing to the
FOI officer, either on a Freedom of
Information Request Form (available
from Medical Records) or by letter.
Your request must clearly describe
the documents you are requesting
to access and whether you wish to
view the record or obtain a copy.
Applications must be accompanied
with the Application Fee.

Costs
There are two costs associated with
making a FOI request:
1. The application fee; and
2. The access charges
The total cost will vary according to
each request. The application fee is a
fixed cost which is non-refundable.
For further information, please contact
the Freedom of Information Officer on
(03) 5521 0341 or visit:
www.foi.vic.gov.au/find/legislation
www.health.vic.gov.au/foi.htm

If the documents are about your
personal affairs you should also
provide evidence of your identity, e.g.
a photocopy or electronic copy of your
current Drivers Licence.
IF you ask for documents on behalf of
another person, we may ask you for a
consent form signed by that person.
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Your GP and Hospital
If you are in hospital, you will be
asked to nominate your general
practitioner (GP) and whether you
would like us to communicate with
him / her about your treatment. If
you prefer that we don’t contact
your GP, please let us know and we
will respect your decision.
Sometimes we need to phone your
GP to get details about your previous

medical history or to check which
medications you take.
When you are discharged we will
inform your GP of the treatment or
ask him / her to follow up some test
or treatments you are having. This will
ensure you receive the care you need
within the hospital and importantly,
after your discharge.

Protecting Your Privacy
Portland District Health protects
your privacy by ensuring personal
information is secured through
policies regarding access, handling,
storage and disposal in accordance
with the Health Records Act 2001.
Maintaining your privacy and the
confidentiality of your personal
information is important to us.
When you become a patient of,
a medical record is created. This
includes information such as your
name, address and contact details,
as well as information about your
health problems and the treatment
you received. Every time you attend
or have contact with the hospital,
new information is added to your
record. Your medical history, treatment
and any information provided to the
hospital are treated confidentially. We
cannot use or pass on your information

about you to anyone unless you agree,
or unless it is required by law.
Personal information relating to you
can only be disclosed in the following
circumstances:
• When you (or your next of kin)
consent to the disclosure of
information
• For your ongoing treatment
• For research projects approved by
South West Healthcare’s Ethics
Committee following thorough
investigation and review. Your
information is de-identified so that
you personally cannot be identified
• When the law requires disclosure
e.g. infectious diseases, subpoena
of information for court or tribunal
hearings, Mental Health Act 1986
(Vic), Health Services Act 1988
(Vic).

All staff employed by Portland District Health are bound by strict code of conduct with respect to
maintaining the confidentiality of your personal information.
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Helpful Information About
Portland District Health
Aboriginal Health Support
If you are of Aboriginal or Torres Strait
Islander heritage, and you require
support from an Aboriginal Health
Worker, please speak to the team
involved in your care to arrange an
appointment on your behalf. The
Aboriginal Health Support worker will
provide emotional, social, spiritual and
cultural support to Aboriginal people
and their families
Alcohol
We know you will understand that it is
in everyone’s best interest that patients
do not bring alcohol into the hospital
Allied Health
Portland District Health Allied Health
team may be involved in your care
while you are in hospital or once you
have left the hospital.
The Allied Health team consists
of: diabetes educator, dietitian,
occupational therapist, physiotherapist,
podiatrist or speech pathologist.

Attire
It is preferable that you wear your own
night attire. You should wear suitable
footwear within the hospital. Bare feet
are not permitted for infection control
and safety reasons. If appropriate
you may wear day clothes during your
stay but be aware that there is limited
storage space available within your
room.
You are required to bring your own
personal care products.
Behaviour
Portland District Health has a zero
tolerance policy on violence and
aggression (both physical and verbal).
Persons displaying these behaviours
against staff or other patients may
be prosecuted. We ask that your
behaviour and that of your visitors be
of a standard acceptable to the health
service.
Car Parking:
Street parking only is available.
Visitors are asked to comply with time
restrictions as indicated.
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Donations
Portland District Health needs
community support to maintain and
improve the high level of services
available as well as upgrading of
equipment. Donations can take a
number of forms such as gifts and
pledges, gifts in kind or bequests.
All gifts are tax deductible and any
help you can give would be most
appreciated.
Emergency and Safety Procedures
This hospital is fitted with a fire and
smoke detection system along with fire
sprinklers. In the event of a fire or other
emergency, evacuation of the ward
may be necessary. All that is required
of you is that you remain calm and stay
within the ward until you are guided to
a safe place.
Hairdresser
If you require a hairdresser during
an extended stay in hospital, please
ask ward staff to arrange this. The
hairdresser is available at your own
expense.
Hand Hygiene
Vigilance in hand hygiene practices by
Staff, patients and visitors minimises
transmission of potentially infectious
organisms. Alcohol based hand rubs
are recommended for this purpose and
accessible at many points throughout
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the organization. Patients are within
their rights to ask staff if they have
washed their hands prior to performing
care.
Infection Control
Infection control is a priority at Portland
District Health; if you wish to discuss
infection control issues please ask
the ward staff to contact the Infection
Control Nurse.
Interpreter Services
An interpreter service is available
for all languages and for the hearing
impaired. Please consult the nurse on
duty to discuss this further
Kiosk
JJ’s Kiosk is located on the ground
floor to the left of the Fern Street
entrance. Opening hours are Monday
to Friday 8.30am to 5.00pm. A range
of products (including light meals) are
available for purchase.
The kiosk delivers a trolley service
to the bedside, for the purchase of
newspapers, magazines, toiletries,
lollies etc.
Laundry
We do not have facilities for the
laundering of patients’ own clothing
at the hospital. Please make
arrangements for your washing to be
done by family or a friend.

Legal Matters
Staff are not permitted to witness legal
or personal documents.
Mail
Mail is delivered to the wards by
10.30am each morning, Monday to
Friday. Mail received after you have
been discharged will be forwarded to
your home address.
Outgoing mail can be posted at the
front reception desk on the ground
floor, main foyer of the hospital.
Meals
The hospital aims to provide a choice
of nutritional meals. You will be
provided with a menu card one day in
advance. This will be collected by food
services staff. Please ask if you need
assistance to fill out your menu.
A children’s menu is available for
those aged up to 12 years. We will
endeavour to meet any special needs
to cater to your child’s like and dislikes.
Please do not bring homemade and
commercially cooked food and drinks
into the hospital. If you are unsure
what food you can bring into the
hospital please check with nursing
staff.
Please advise the nurse or food
service staff if you have any special
dietary, cultural or religious meal
requirements and we will do our best
to accommodate these.

Noise
Your cooperation and that of your
visitors in keeping noise to a minimum
is appreciated. Ear plugs can be
obtained from nursing staff.
No Lift Policy
The hospital’s no lift policy states in
part that “the manual lifting of patients
is to be eliminated in all but exceptional
or life threatening situations”. You
are encouraged to assist in your own
transfers. Handling aids will be used
whenever they can help to reduce risk
if this is not contrary to your needs.
Nursing Call System
The call bell at your bedside has two
switches, the square switch turns
on the overhead light and the round
switch notifies the ward staff that you
require them. Please do not hesitate to
call for assistance if required.
Prayer and Reflection Room
The Prayer and Reflection Room is
available to patients and their visitors.
This is a quiet space available for use
in times of stress or for more private
conversations.
Pastoral Care visitors from various
religious denominations regularly visit
Portland District Health. Should you
want to speak to a chaplain please
speak to your treating nurse. A list of
chaplains is available in the Prayer and
Reflection Room.
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Smoking
In the interest of public health and the
comfort of other patients and staff,
smoking is prohibited in all Portland
District Health building and grounds.
This applies to staff, patients, and
visitors to the facility.
Staff are unable to accompany
inpatients off the premises if they are
unable to abstain from smoking during
their hospitalization. If you do choose
to smoke, you voluntarily assume
all risks associated with leaving the
hospital premises.
Information and literature on quitting
smoking is available through nursing
staff, doctors, Quamby House (5 Fern
Street) and Primary and Community
Care (33 Otway Street).
Quit line is accessible free of charge
through the use of the bedside phone
by dialling 13QUIT
Telephones
Phones are located at each bedside.
Incoming calls – will be put through
to your bedside except where your
condition is such that it is not possible
to take calls or upon your request to
hold calls. Please advise staff of your
wishes and messages may be taken
for you.
Outgoing calls – may be made from
your bedside phone with a phone
card purchased from the main hospital
reception. (Private patients will be
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provided with phone cards free of
charge)
Quit line is accessible free of charge by
dialling 13QUIT.
TAC is accessible free of charge by
dialling 1300 654 329.
Mobile phones usage is discouraged.
Please discuss this with nursing staff.
Television
The hospital provides ceiling mounted
televisions at each bed. Each television
comes with a bedside control hand
piece with the speaker enclosed.
This hand piece has two radio station
options as well. We ask you to please
keep the volume to a minimum to
avoid disturbing other patients.
Public patients will be required to pay
a rental fee of $10. This is payable at
the hospitals main reception.
Visiting Hours
Visiting hours are open and are only
restricted by the patient’s personal
choice or varying state of health.
Any need to restrict visitors is first
discussed with the patients and family.

How to contact us:
Portland District Health
(03) 5521 0333
Fern Street, Portland
Allied Health
(03) 5521 0653
Day Procedure Unit
(03) 5521 0331
Harbourside Lodge
(03) 5521 0300
PDH Medical Imaging
(03) 5521 0320
PDH Specialist Centre
(03) 5522 1410
Pre-admission Clinic
(03) 5521 0663

In case of emergency please contact 000
Nurse on Call – 1300 60 60 24
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