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1. 
	Introduction

The purpose of the Doctors and Dentists in Training (DDiTs) Shared Services Lead Employer Model is to deliver an improved recruitment and employment experience for doctors and dentists in training, and enhanced effectiveness and efficiencies in practice - one employer for the duration of a training programme.



For Doctors in Training within the West Region (excluding GPSTs), NHS Greater Glasgow & Clyde will be the Employing Board, with NHS Ayrshire &Arran, NHS Dumfries & Galloway, NHS Forth Valley and NHS Lanarkshire, Golden Jubilee National Hospital as Placement Boards for the West Region and all other NHS Scotland Boards as the Placement Boards for the following  national training programmes. 



· Clinical Neurophysiology (All Scotland)

· Paediatric and Perinatal Pathology 

· Paediatric Cardiology Neurosurgery – National 

· Neurology 

· Medical Virology 

· Paediatric Surgery 

· Oral and Maxillo-facial Surgery

· Palliative Medicine – West 

· Chemical Pathology (All Scotland) 

· Infectious Diseases (All Scotland) 

· Clinical Oncology 

· Medical Oncology 

· Broad Based Training



In accordance with the Employment Responsibilities Agreement, this document is intended to set out the roles and responsibilities of the Employing Board and Placement Board in undertaking the day-to-day management and activities in supporting the DDiT employment journey throughout the training programme.  



2. 	Aims

· Provide DDiT with optimum continuity of employment and positive employment experience.

· DDiT’s will have one Employer per training programme.

· DDiT’s will have one on boarding pre employment check per training programme to include reference checks, PVG check if appropriate and Visa check, and OHS check if appropriate.

· DDiT’s will receive one employment contract per programme.

· In the absence of the National Policies & Procedures for DDiT, the Lead Employer policies will apply unless otherwise agreed.

· NHS Greater Glasgow & Clyde as the Employing Board will pay the DDiT’s across the West of Scotland and there will be supporting financial cross charging and monthly financial report arrangements in place.

· NHS Ayrshire & Arran, NHS Dumfries & Galloway, NHS Forth Valley,NHS Lanarkshire and Golden Jubilee National Hospital will become Placement Boards and will work on behalf of NHS Greater Glasgow & Clyde in order to manage the DDiT.





3. Definitions



Employing Board: means the Party which is the employer in respect of a Doctor in Training who is the subject of the relevant Placement Agreement;



Placement Board: means the Party providing a training placement to the Doctor in Training (who is not their employee) under the relevant Placement Agreement
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4. 	Roles and Responsibilities

This section specifies the Employing Board and Placement Board responsibilities in accordance to Recruitment, HR/Employee Relations, Finance, Payroll, Medical Education, Occupational Health, Health & Safety,  Governance functions.



4.1       RECRUITMENT





RECRUITMENT PROCESS



		

Action

		

Standard

		

Dependent Upon

		

Responsibility of



		Where appropriate, provide trained Consultant / GP representatives to participate in recruitment and selection as requested by NES SMT team on behalf of UK/Scottish national recruitment agreements. Sufficient numbers of staff must be sourced to ensure that each recruitment event has trained reception staff able to carry out document checks as well as trained administrative staff to run multiple panels. 

The contribution of staff resources to be overseen by the Scottish Medical Training HR Subgroup.

		As per protocols agreed by SMT Subgroup

		NES requesting input.

		Royal Colleges, NES and National recruitment teams as applicable



		Ensure all staff and panel members involved in recruitment and selection processes have completed equality and diversity training procedures to meet national guidelines and legislative requirements. This needs to be refreshed every three years.

		PIN Guideline: Embracing Equality, Diversity and Human Rights in NHS Scotland

		Training records being maintained.

		Royal Colleges, NES and National recruitment teams as applicable



		
Where required, ensure staff are fully trained to operate any local and national recruitment systems. Recruitment and selection paperwork is processed correctly and meets any national and legislative requirements. All outcomes from interview processes are entered into recruitment systems in good time.

		Code of Practice 



Specialty recruitment processes.



Systems training and guidance.

		

		Royal Colleges, NES and National recruitment teams as applicable



		Ensure that all appropriate recruitment processes meet legal requirements and are in accordance with the Code of Practice as well as any NES or Scottish Government guidance etc. for managing recruitment to specialty training and in accordance with Gold Guide standards.

		Code of Practice



Gold Guide

		

		Royal Colleges, NES and National recruitment teams as applicable



		Where appropriate, ensure a standardised selection process for long listing, shortlisting and interview/ assessment centre is undertaken using agreed criteria, scoring and processes. 

		Specialty recruitment processes.

		

		Royal Colleges, NES and National recruitment teams as applicable



		Where appropriate to do so, address all complaints received relating to recruitment activity, liaising with NES as appropriate.

		Oriel processes;  Code of Practice.

		

		NES



		Once offers have been accepted and confirmation of training programme allocation received, commence pre-employment checks (See s.3.2 below).

		Agreed UK systems and Turas processes



Agreed onboarding processes

		Agreed UK systems equivalent acceptance processes. NES Deanery allocation to programmes and Employing Boards via Turas.

		NES (Turas People)



		Undertake regional and local recruitment to fill vacancies in national training programmes

Dependant on compliance with agreed procedures and national and regional agreements 



		Gold Guide 

NES LAT policy

Code of Practice 



		

		NES 

Placement boards 















































4.2 PRE-EMPLOYMENT CHECKS



		

Action

		

Standard

		

Dependent Upon

		

Responsibility of



		Send conditional offer letters to successful candidates within agreed timescales.



		Code of Practice.

		Offer of a training programme from Oriel and allocation to a placement and Employing Board. via Turas People

		NES (Turas People)



		Ensure that all required pre-employment checks are carried out including references, immigration status/right to work checks;[footnoteRef:1] criminal records background checks; independent safeguarding authority & protection of vulnerable group checks;[footnoteRef:2] and also ensure that appropriate medical clearance is obtained in accordance with NHS Code of Practice and Fitness To Practice. Verification of ID [1:  NES provides Tier 2 sponsorship.]  [2:  NES provides PVG checking service.] 


		In line with PIN Guideline: Safer Pre and Post Employment Policy requirements.



Minimum 2 references (supervisor reports) one being the most recent employer or educational institute

Declaration form completion

Sight check and verification of ID prior to or at commencement of first placement

		Dependent upon the Trainee returning documentation, noting that the  Placement Board has a full escalation process in place in the team for those that do not.

Third party completion within time scale



Also subject to Disclosure Scotland and UKBA undertaking their obligations in a timely manner. 



Trainee completing and returning FTP Declaration form.



Placement board having arrangement in place re checking of ID/Passport

		Placement Board, Occupational Health, NES/PVG immigration teams



		Advise doctors in training of their placement.

		Code of Practice.

		Offer of a training programme from Oriel Deanery and allocation to a placement and Employing Board.



		NES Deanery / Turas TPM



		Issue new employee information to all doctors in training. “Placement letter Template”

		Prior to commencement of employment, and in line with the Code of Practice.

		Dependent upon satisfactory completion of all pre-employment checks by the Trainee.

		Placement Board



		Upload recruitment documentation from agreed UK system to employee files for doctor in training employees.



		Code of Practice.

		

		NES Digital



		Provide the Employing Board payroll department with the pay band supplement applicable to the individual in the placement. Also notify if salary protection should be applied. 

		Turas People Data set and in line with the Terms & Conditions of service

		Dependent upon the Trainee returning documentation/ providing information. 

		Placement Board



		Ensure all new doctors in training commence on their given start with all applicable employment checks completed. Where the doctor in training has not submitted requested documentation, they will not start until the checks are completed. Placement Board confirms a risk assessment has been completed and the placement can commence. 

		Escalation process.



Weekly reports on cleared/ not cleared doctors in training.



Risk Assessment Proforma

		NES Deanery having notified the Employing Board and Placement Board of rotation/ placement details, within appropriate timescales via Turas People 

		Placement Board



		The Placement Board to provide engagement form information to Employing Board payroll to enable the doctor in training to be added to monthly payroll.

		Staff Engagement Form to payroll.

		Systems payroll interface.

		Placement Board



		Update agreed systems (Turas) with relevant information on pre-employment checks and clearances.

		Agreed fields for updating. 

		Availability of information e.g. allocation from NES, DDiT/3rd party input

		Placement Board, NES, DDiT, 3rd parties

































4.3	HR/EMPLOYEE RELATIONS



		

Action

		

Standard

		

Dependent Upon

		

Responsibility of



		Notify Doctor and Dentist in Training of banding for posts prior to commencement of first placements.



		Agreed template.

Code of Practice 

		Placement Board providing accurate information on TURAS People. 

		Placement Board



		Ensure that each Doctor and Dentist in Training has an electronic personnel file/employee record.



		Placement Board custom and practice.

Turas people until introduction of eESS 

		Doctor and Dentist in Training commencing training.

Turas People platform and eESS development 

		NES (Turas People)



		Ensure Doctor and Dentist in Training salary scales, including banding, are correct at the time of issuing the contract of employment and upon subsequent rotation.



		Circulars.

Nationally agreed terms and conditions.

		Placement Board updating TURAS People with banding information. 



Doctor and Dentist in Training providing sufficient evidence from previous employment to be accurately placed on the scales. 

		Placement Board



Employing Board Payroll Department 



		Issue contracts of employment to new starters.



		Standard contract documentation.

Within 8 weeks of commencing post.

		Doctor and Dentist in Training commences in post and has provided up to date contact details. 

		Placement Board



		Maintain employment policies (Appendix A) and procedures which meet all national guidelines and legislative requirements. 



The Employing Board and Placement Board will be involved in drafting revisions to the National Guidance/Policy through the SMT Sub Group. Changes to other guidance/policy of the Employing Board will meet PIN Guideline requirements. Any changes to guidance/policy must be remitted through SMT Policy Sub Group with ratification through the Core Group. Final sign off through SJDC









		SMT Review/ Monitoring



PIN Guidelines/ Policies.



Legislation. 

		National Policies being agreed and signed off

		Employing Board & Placement Board



		Ensure that relevant policies, procedures and guidelines are available to doctor in training on the Employing Board website/ Turas Services. Appropriate mechanisms in place to communicate any policy or procedural changes with doctors in training affected.

		Staff Governance Standard: Well informed. 





		Information being updated regularly. Clear signposting.

		Employing Board



		Manage enquiries from Doctor and Dentist in Training about their Terms and Conditions of Service and contracts in accordance with the relevant policies. 



		Acknowledge all queries/ requests for information from Doctors in Training, NES and Placement Boards providing a response wherever possible within agreed/ policy timeframe.



National Terms & Conditions.



Placement Board Standard

		Mailbox/ contact numbers available within agreed times.

		Placement Board



		Working hours – The Placement Board will ensure that the requirements of New Deal and working time directive are satisfied in respect of each DDiT on placement

		National TCS hours monitoring requirements 

		Placement Boards having robust monitoring processes in place 

		Placement Board



		Responsibility for ensuring that the Employing Board Payroll Department receive the correct details of applicable pay band supplement following following monitoring processes or banding appeal hearing results 

		Banding Appeal Protocol

National T&Cs

		Placement Board fulfilling the banding appeal process

		Placement Board



		Ensure any amendments to contract due to changes to training programme notified by NES Deanery are actioned through payroll and amendment to contract documentation is activated, with all systems and employee files being updated. 



		Payroll provisions

		NES Deanery providing adequate notice of any changes to the training programme that may impact on contractual terms or on payroll e.g. OOP.

Placement Board advising of any changes to banding supplement/ Appeal Outcomes.

SWISS interface,  Turas Change Report

		NES Deanery and Placement Board



		Ensure all Doctor and Dentist in Training in employment are complying with and meeting their requirements to maintain GMC/ GDC registration and satisfy PVG and Right to Work requirements. Notify the Responsible Officer of any issues. 



		Monitoring systems in place with GMC/ GDC and PVG.

Right to work monitoring and review mechanisms in place. 

		GMC/ GDC or Disclosure Scotland contacting Placement Board to advise of any issues. 

Tier 2 updates.

		Placement Board, 

NES HR



		When calculating final salary payments take into account any annual leave entitlement that a Doctor and Dentist in Training may have outstanding on termination.



		Terms and Conditions.

		Placement Boards and Doctors and Dentists in Training ensuring annual leave is taken in rotation wherever possible. 



		Placement Board/Employing Payroll Department



		Ensure that new starters outwith the National recruitment process and leavers information is communicated to NES and Employing Board.



		Agreed information flow.

Turas reporting.

		Turas functionality. 

		Placement Board



		Ensure that Annual leave is taken in accordance with policy and local procedures

		In line with NHSGGC Annual Leave Policy and (Supplementary Guidance to follow when national agreement is in place)

		Doctors and Dentists in Training complying with the Policies and the Placement Board have given access to Turas/ system.

		Placement Board



		Ensure proactive, accurate monitoring, recording and management of all sickness absence for Doctor and Dentist in Training in accordance with the relevant policy. Updating of systems. Continue to action rotation details for doctor in training whilst they are on sick leave. Ensure sickness absence information is shared with payroll and NES Deanery.



		Monthly reports provided. Ad hoc real-time reports available as and when required.



Employing Board / Management Attendance Policies

(Supplementary guidance on Long term sick leave during and over rotations when national agreement is in place)

		Placement Boards monitor and return accurate monthly absence reports (via agreed systems) and complete Return to Work interviews. 

		Placement Board



		Process requests for special, unpaid, maternity, paternity, shared parental and adoption leave in accordance with the relevant policy and scheme of delegation. Doctor and Dentist in Training submit request to take special, unpaid, maternity, paternity or adoption leave.  to the Placement Board  who will notify NES Deanery. Process special, unpaid, maternity, paternity, adoption and shared parental leave through Employing Board payroll. 



· Doctor and Dentist in Training will notify Placement Board any date of return changes. 



· continue to action rotation details for Doctor and Dentist in Training whilst on maternity leave. 





		Family friendly PIN guidance, NHSGGC Special leave Policies



		Notification from Doctor and Dentist in Training of leave. Placement board notifying Employing Board payroll of any changes that hat impact on payroll e.g. OOP.

		Placement Board



DDiT



NES























		Requests from a Doctor and Dentist in Training to work and train less than full time managed in accordance with the relevant policy. Once an application has been approved by NES Deanery, the Placement Board issue an amended contract of employment to the Doctor and Dentist in Training. Also, notify Employing Board Payroll Department with details of the applicable pay band supplement for LTFT. Also applies to trainees requesting changes to working patterns as part of worklife balance policies e.g. Flexible working



		LTFT Policy. NHSGGC Family friendly policies in conjunction with NES LTFT Dean

		NES notify Placement Board of any requests and process being completed by placement board accepting or rejecting the request.  

		NES/Placement Board



		The Placement Board, will coordinate and progress concerns in relation to  



 -     conduct up to and including dismissal

· doctors in difficulty 

· health 

· grievance and dispute



in accordance with the relevant policy.  



The Placement Board will provide senior HR advice and representation to any processes and will notify the Performance Support Unit of any issues as per agreed levels of support.





Any referral to the GMC would need the NES RO to be informed





The Employing Board, will participate in dismissal hearings



		Policies. 

NES (Responsible Officer) Regulations

		Placement Board and NES fulfilling local responsibilities in line with GGC Policy, including investigation roles.



Information sharing with NES.



Joint working by all Parties. 

		Placement Board



Joint working between Placement Board and Employing Board at dismissal stage



		In regards to the absence of national policies and procedures, the Placement Board will follow Employing Board policies as detailed in Appendix A and as per the contract of employment.  





Whilst the default policy will always be that of the employing board, there may be certain circumstances where the policy of the placement board will be applied. This will only occur in complex situations where cases involve multiple employees who are employed by different employers. In cases such as this, agreement should be sought from all parties to use one policy as opposed to multiple ones. Usually it will be the policy of the person who is bringing the grievance or who is the subject of potential disciplinary action, for example, which would be followed. In these circumstances, where a placement board policy is agreed, that policy will become the applicable policy in terms of the trainee contract. 



Where agreement cannot be reached then the default will be to use  Employing Board policy 





		PIN Guidelines/ Nationally agreed Policies.



Legislation. 



HR Connect



Staff Governance Standard: Well informed. 



Contract of employment, terms and conditions.



		Employing Board policies and procedures to be applied in the absence of National Policies and Procedures.



Information being updated regularly. Clear signposting.



Clear communication to Placement Boards, doctors in training and other stakeholders of any changes to Employing Board Policy.



GGC will ensure HR Connect is kept up to date and accurate.



		Employing Board 



		Where the Placement Board determine the need to suspend. The Placement Board will act on behalf of the Employment Board in this regard and Inform Employing Board and NES of suspension



It should be noted that whilst there may be liaison with NES Deanery around a suspension, the Employing Board and the Placement Board are the decision makers.



The placement board will administer all paperwork throughout process.  All paperwork will be shared between Placement and Employing Board.





		NHSGGC Disciplinary Policy



Placement Board Scheme of Delegation

		Placement Board acting on behalf of Employing Board in accordance with Employing Board Policy 





		Placement Board



		All grievances and disputes must be handled in accordance with the relevant Employing Board policy and scheme of delegation. The nature of the grievance will inform which party leads the grievance.







		NHSGGC Grievance Policy



		Placement Board and NES fulfilling local responsibilities in line with Policy, including investigation roles. The nature of the grievance will inform which Board leads on the grievance 

		Placement Board



		All bullying and harassment complaints will be handled in accordance with the relevant Employing Board policy and scheme of delegation. However, where the alleged perpetrator is not a DDiT and is a Placement Board employee, the Placement Board Policy is applicable. 



Placement Board will Inform NES of any bullying and harassment complaints from or about a Doctor and Dentist in Training so that any impact on education and training can be considered. 



		NHSGGC Dignity at Work Policy.

		Placement Board and NES fulfilling local responsibilities in line with Policy, including investigation roles. 

		Placement Board



		Keep the Employing Board advised of the progress of their response to any potentially qualifying disclosures under the Public Interest Disclosure Act 1998 

		Whistleblowing Policy of the placement board to whom disclosure is made in first instance 

		Qualifying disclosures being made and treated according to best practice, policy and PIN Guideline as a minimum. 

		Placement Board



		Ability to access personal information to be able to provide  bank and building societies with financial references 

		Templates.

Turas system





		Doctor and Dentist in Training accessing the Turas system. . 

		Placement Board



		 Manage rotation enquiries 

		Employment v Placement information. 

		Rotation detail confirmed by NES Deanery. 



		Placement Board












4.4	FREEDOM OF INFORMATION (FOI) REQUESTS



		

Action

		Standard/System/

Template

		

Dependent upon

		

Responsibility of



		Board level requests

Currently each Board is legally responsible for responding to FOIs relating to their workforce and the move to regional employer will not change this position.  Where FOIs are received by a board relating to specific specialties and/or sites this information will remain available via the NES trainee system TURAS.  



Where the Employing Board receives a request for information on trainees in the Placement Board the requestor will be redirected to those boards for response.



		Freedom of Information (FoI) Act, 2005

		The Employing board redirecting Placement board requests

		Placement board



		Request relating to trainee recruitment

Whilst NHS Boards are closely involved in the administrative aspects of medical trainee recruitment on behalf of NES, NES remains the lead for responding to FOIs in relation to trainee recruitment and areas such as programme fill rates.



		Freedom of Information (FoI) Act, 2005

		Boards redirecting FOI requests they receive to NES

		NES



		Regional level requests

Where the Employing Board receives any requests asking for numbers across the region the Employing Board will reply on behalf of the region.  The information will however be sent on to the named Placement Board FOI lead for review. 



		Freedom of Information (FoI) Act, 2005

		

		Employing Board



























4.5	PAYROLL



		

Action

		

Standard

		

Dependent Upon

		

Responsibility of



		Have an appropriate payroll system, to ensure all Doctors and Dentists in Training are paid on time in accordance with agreed timetables, including the issuing of accurate pay slips and any HMRC documents and in line with Scottish Government terms and conditions circulars.



		

Ensure payments are received on the next available   pay   date, and no later than two months of receipt, in   line   with   the   Employing Board Payroll deadlines. Estimated payments will be processed for New Starts in cases where paperwork has missed the normal payroll cut-off point.

  

		

1. Notification of pay band supplements or work schedule being received from the Placement Board.

2. Doctors and Dentists in Training supplying required documentation to have salary assessed correctly.

3. Receipt of confirmation of salary and Terms and Conditions from previous employer.

		

Placement board



DDiT 





		Have appropriate systems in place to ensure the necessary deductions and employer contributions are paid in relation to SPPA, Income Tax, National Insurance contributions and any salary sacrifice or other deductions. 



		Processed in next available monthly Payroll.

		Notifications of Opt Outs and Salary sacrifice schemes are received in line with Payroll cut-off dates.

		



		Maintain sickness records and ensure all payments are in accordance with occupational and statutory sick pay rules.



The Employing Board will notify trainees on sick leave when they are due to go onto half/ no pay.  A letter would be sent from Employing Board payroll to the DDiT.  A copy of the letter will be sent to the nominated contact at the Placement Board. 





		Processed in next available monthly Payroll.

		Notification of sickness absence received from the Placement Board.





		Placement  Board and Employing Board



		Maintain necessary special,  maternity, adoption, paternity, parental pay records to ensure compliance with occupational and statutory maternity, adoption, paternity, parental pay scheme rules; 



The Employing Board will process leave requests in accordance with GGC policy ensuring all relevant paperwork is uploaded to eEES and change forms raised for payroll where appropriate. 



		Processed in next available monthly Payroll.



Initial response, wherever possible within 5 working days of receipt of application. 



Employing Board Policies



Maternity/SPL Legislation



		Notification of intention received from the Doctor and Dentist in Training and provision of relevant paperwork from Placement Board.

		Placement Board



		Have sufficient controls in place to mitigate against the risk of overpayment or underpayment of salaries. Ensure these controls are subject to audit through their own internal and external audit requirements.





		Internal processes for approving payments within the Employing Board & Placement Board are regularly reviewed.



Payroll forms part of Internal Audit Risk plan.



		Accurate and timely information input onto Turas and communicated to both the Placement and Employing Board by NES in relation to rota changes. Timely communication between the Placement and Employing Board in relation to all other changes which would impact on pay.

		Placement board and Employing Board



		Provide payroll support to respond to Doctors and Dentists in Training payroll related queries.



		Doctors and Dentists in Training are provided with contact details to deal with queries.

		Information provided by Placement board to enable the query to be investigated appropriately.

		Placement Board and Employing Board



		Preserve historical records of doctors in training who have left in line with workforce/ payroll department timescales and according to statutory requirements.



		Record retention policies in line with Statutory requirements.

		

		Employing board Payroll



		Maintain required records of any necessary unpaid leave.



		Record within SSTS to ensure record is retained.

		Information provided by Placement Board 

		Placement Board



		Ensure that all claim forms processed comply with relevant Expenses Policy and guidance. Pay to Doctor and Dentist in Training all approved removal expenses, including excess travel. Pay to the Doctor and Dentist in Training all appropriate travel expenses (business mileage)  with the Placement Board subject to notification and approval from the Placement Board. 





		Expenses should be paid within three months of the claim being received.



Ensure that recharges in respect of removals/travel expenses are actioned within three months of payment to the Doctor and Dentist in Training. 



Policy.

Payroll Standards Operations Procedure/ Financial standards

		Doctors and Dentists in Training submitting claim forms and evidence as required, with authorisation from Placement Board, within processing deadlines.

		DDiT and Placement Board



		The Placement Board will report to the Employing Board Payroll all extra duties worked by a Doctor and Dentist in Training in the Placement Board on a monthly basis where staff bank arrangements are not used.

		In line with payroll deadlines.

		Subject to the Doctor and Dentist in Training submitting an authorised claim form in line with the payroll deadlines.

		Placement Board



		Calculate industrial injury benefits as necessary 



		

		Information from the Placement Board.

		



		Calculate and recover any overpayments as necessary.



In the event of an overpayment, the Employing Board will seek to make full recovery from the Doctor and Dentist in Training. 

		In line with SFIs.

		Receiving timely and accurate information from the Placement Board and NES.

		Placement Board and Employing Board



		Apply ongoing changes to basic pay records in respect of incremental progression and pay awards, including the calculation of any arrears of pay due.

		SFI’s

		 

		Employing Board, Placement Board Payroll, National Payroll Group



		Provide an annual P60 form (& P11d where applicable) in accordance with Her Majesty’s Revenue and Customs regulations. 



		SFI’s

		

		Employing Board Payroll



		Complete P45 for leavers and forward to Doctors and Dentists in Training together with final payslip.



		

		

		Employing Board Payroll



		Provide Responsible Officer and other appropriate organisations with service history for Doctors and Dentists in Training who have taken up a new NHS post. 



		

		

		Employing Board Payroll



		Study leave and related expense claims made by the Doctors and Dentists in Training will be subject to prior approval by the Placement Board and Postgraduate Dean (or authorised personnel) and if so approved will be disbursed to the doctors in training by the Employing Board through the payroll system, in line with Placement Board Finance’s roles & responsibilities.



		In line with Payroll Standard Operations Procedure.

		Information and authorisation from the Placement board.

		Placement Board and Employing Board Payroll



		Process deductions and provide returns to SPPA in relation to Pension services.





		SPPA

		

		Employing Board Payroll



		If so requested by the Placement Board and agreed by the Employing Board then if this results in P11D annual taxable benefit returns the placement board is responsible for the calculation and notification of such values to the Employing Board. 

		In line with Payroll Standard Operations Procedure.

		Receiving timely and accurate information from the Placement Board.

		Placement Board



		
Confirm via previous payslip/ transfer certificate/ with previous employer(s) details of previous employment in order to establish the correct salary, taking into consideration protection issues.

		As per Terms and Conditions Circulars

		Dependent upon the Trainee returning documentation

		Employing Board Payroll





























































4.6	FINANCE 



		

Action

		

Standard

		

Dependent upon

		

Responsibility of



		Ensure that all claim forms processed comply with relevant Expenses Policy and guidance. Pay to Doctor and Dentist in Training all approved expenses, including additional duty claims for work performed. Pay to the Doctor and Dentist in Training all appropriate travel expenses (business mileage) with the Placement Board subject to notification and approval from the Placement Board. 



		Ensure that recharges are actioned within three months of payment to the Doctor and Dentist in Training. 



Payroll Standards Operations Procedure/ Financial standards

		Doctors and Dentists in Training submitting forms and evidence as required, with authorisation from Placement Board, within processing deadlines

		DDiT and Placement Board



		The Employing board will use the Payment on Behalf process to recharge the Placement Board for the full payroll Gross Charge in relation to the Trainees currently on rotation within the placement board. The charge will include payroll allowances or deductions which relate to the trainees e.g. travel expenses. 

		By the 1st working day of the month following payroll



		Timely and accurate information on rotation/placement details being received from employing boards.



		Employing Board



		The Employing Board will provide available backup for all charges in relation to the Trainees to ensure that the Placement Board can agree the Payment on Behalf charges. This will include a standard payroll report as well as allowances and deductions information. The Employing Board will respond to any Placement Board queries that may arise in a timely manner.

		In line with Payroll deadlines. No later than the end of the calendar month.

		Timely submission of instructions from Placement Board.

		Employing Board



		The Placement board will notify the Employing Board of any banding supplements to be applied and provide timely notification of amendments to the banding. Where backdated excess banding payments are due these will be charged to the placement board at the point at which the arrears payments are made.

		In line with Payroll deadlines. 

		Timely submission of instructions from Placement Board.

		Placement Board



		In circumstances where a Medical Bank arrangement is not operated in the Placement Board, the Employing Board will process additional payments to the DDiT and include the costs on the Payment on Behalf.

		

		Timely submission of instructions from Placement Board.

		Employing Board



		The Employing Board will meet with the placement boards at regular intervals to discuss any issues arising from the lead employer arrangements.

		Monthly at first then quarterly thereafter 

		

		Employing and Placement Board



		Any disputed charges should be notified to the employing board promptly following the period to which the charges relate. Clarification of any areas of dispute should be resolved within the month following the period to which the charges relate. Any disputes not resolved 

		Within 20 working days

		

		Placement Board



		NES will continue to fund the Placement Board with the Training Grade Contribution in accordance with agreed training programme financial arrangements.  

		Monthly

		Accurate and timely data being held on Turas.

		NES/Placement board














4.7	 MEDICAL EDUCATION 



		Action

		Standard

		Dependent upon

		Responsibility of



		Ensure that the mandatory training requirements of the Employing Board are completed within agreed timescale.





		Staff Governance Standard - Appropriately Trained.  

		DDiT completing the training. Escalation process in place where non-compliant. 

DME’s development of agreed standards

		Placement Board



		The Placement Board is responsible for the induction and ongoing training (Programme, Board and Local (Unit) of all Doctors and Dentists in Training that are engaged to provide care to the Placement Board patients. http://www.sehd.scot.nhs.uk/dl/DL(2016)12.pdf 





		Teaching at local induction shall be in line with NHS standards.

		Receipt of timely and accurate information from TPD/TURAS PEOPLE regarding doctors in training rotating to the Placement Board.

		Placement Board



		Have in place a system to obtain formal customer feedback from Doctor and Dentist in Training and Placement Boards.

		GMC survey



iMatter



		Local i-Matter leads and DME and service management teams of placement board.

		Placement Board







































4.8	 OCCUPATIONAL HEALTH SERVICES 



		

Action

		

Standard

		

Dependent upon

		

Responsibility of



		The Employing Board is responsible for ensuring that pre-employment health assessments for all new starters are completed in accordance with the Employing Board Occupational Health Service Level Agreement.

		

		Receiving the health questionnaires in a timely manner from the DDiT 

		



		The Employing Board Occupational Health Service is responsible for ensuring that all doctors in training are health cleared prior to commencing employment and the application of and recording of immunisation status for all Doctors and Dentists in Training, ensuring that follow up appointments and recalls are made in a timely manner.

		Ensure that all DDiT are health cleared in line with NHS Standards, and that this remains throughout their employment.































		Immunisation information, status and dates being provided by the DDiT 

		



		In accordance with the relevant Attendance Management Policy, the Occupational Health Service will ensure that Doctors and Dentists in Training requiring occupational health support and treatment are seen at the earliest available opportunity by the most appropriate OH or related clinician.

		In fitness to practice cases this can be mandated – GMC Conditions. 



NHSS PIN Policies

		Requires the DDiT to have notified the Placement Board of all sickness absences.



Requires the Placement Board to notify the Employing Board of all sickness absences.



NES requires notification of the absence by the Employing Board.



Relies on the co-operation of the doctor in training to attend any appointments made.



Requires Placement Board/ NES to notify the Employing Board of cases requiring OHS support.

		



		In conjunction with the Employing Board, input to any referrals and review recommendations. 

		In line with the Management of Attendance Policy and Occupational Health Policy.

		Employing Board notifying the Placement Board of management referral and sharing (in line with Data Sharing Agreement) relevant information from report received from OH.

		



		Ensure that Doctor and Dentist in Training can access the provision of Occupational Health services for both specialised advice and vaccinations and for regular health surveillance through the agreed self-referral and management referral processes. Reasonable adjustment and requests from doctor in training for specialised equipment must be handled in accordance with agreed Policy.



		OH Agreement

Safe & Well at Work, Health Clear and CEL(2012)18 

		OH Agreement being finalised. 

Nature of support required.

		Placement Board

















































4.9	HEALTH & SAFETY



		  Action

		

Standard

		

Dependent Upon

		Responsibility of



		The Placement Board will provide a safe working environment to look after the health, safety and wellbeing of Doctors and Dentists in Training to the same extent as that if they were the Placement Board's own employees and in accordance with HDL 2001 50.



On the first day of the placement, the Placement Board is responsible for verifying the identity of Doctors and Dentists in Training placed in their Board.





		In line with health and safety and other relevant legislation.



Safer Pre and Post Employment checks.

		Receipt of timely and accurate information from NES to the Employing Board and the Placement Board regarding the rotations of Doctors and Dentists in Training.

		Placement Board



		The Placement Board should conduct risk assessments to ensure a safe working environment is provided to look after the health, safety and wellbeing of Doctors and Dentists in Training to the same extent as that if they were the Placement Board's own employees.



The Placement Board shall comply with requirements to complete risk assessments in respect of Doctors and Dentists in Training who are pregnant or where Equality Act is deemed to apply in respect to health/disability

		In line with health and safety and other relevant legislation.



In line with the Employing Board Family and Attendance Management Policies. 

		Receipt of timely and accurate information from the Employing Board regarding Doctors and Dentists in Training rotating to the Placement Board. 



The Employing Board responding to the risk assessment and fulfilling obligations defined in policy.





		Placement Board



		Employing Board has a number of duties as required under Health and safety legislation. The duties relate to employees and other groups such as patients, visitors and contractors.  The Employing Board accepts that the minimum acceptable standards of health and safety are those contained in legislation.  It is the obligation of the Employing Board to meet these standards and strive for continuous improvement.  Employing Board is responsible for all employees regardless of where they work, which will include Placement Boards.  Employing Board is required to co-ordinate and co-operate regarding health and safety arrangements where more than one organisation or group share a workplace or visit premises.

It should be clear that Employing Board are responsible for DDiT making safety at work a priority to protect themselves, their colleagues, patients and visitors.



Employing board requires assurance that the appropriate policies and safety procedures are in place to protect their employees when working In Placement Boards.

Key issues which must be addressed are as follows;

· Incident reporting procedures for non-clinical and clinical incidents.

· Procedures in the event of a needlestick injury.

· Processes to ensure local training is required for identified health and safety risks.

· Suitable procedures and local rules regarding Radiation Safety.

· Procedures are in place for respiratory protection face fit testing.

· Policies and procedures are in place to ensure personal safety of staff with regard to security and violence and aggression measures.

The above list is not exhaustive but covers the main areas of non-clinical risk.  Where appropriate, the relevant national PIN guidelines should apply. 

		Health and Safety at Work Act 1974 and associated legislation.

		Placement board providing reassurance/evidence to Employing board that the appropriate policies and safety procedures are in place

		Employing Board and Placement Board











































4.10	 GOVERNANCE



		Action

		

Standard

		

Dependent upon

		Responsibility of



		The duty of care to patients is legally owned by the Placement Board. Where the care is provided by the DDiT acting as an agent of the Placement Board then that Board must assume responsibility for the clinical standards of care being provided, which would extend to ensuring the DDiT induction, supervision and support on their prevailing clinical policy and standards complies to minimum standard. The placement  board will held accountable for the quality of clinical practice undertaken by DDiT 



Placement Board will agree civil liability e.g. for claims – that responsibility for meeting these would be with the Placement Board  - which avoids Employment Board being sued for care provided whilst not under supervision of the Employing Board 

		National Clinical Governance Standards

		Placement Board agreeing to confirm civil liability and confirm they meet minimum standards

		Employment Board and Placement Board



		Investigate, resolve and inform the Employing Board, and the Responsible Officer of any complaints whether brought by a Doctor and Dentist in Training or any other person and arising out of or in connection with the placement of any Doctor and Dentist in Training.

		In line with the Placement Board complaints policy and procedures.

		Being made aware of a complaint and the Doctor and Dentist in Training complying with any investigation.  *Noting that if the Placement Board has any concerns at any time regarding a Doctor and Dentist in Training not fulfilling their obligations they should notify the Employing Board and the Responsible Officer.



		Placement Board








4.11 Fairwarning

		

Action

		

Standard

		

Dependent upon

		

Responsibility of



		The Placement Board will be responsible for dealing with any Fairwarning breaches identified through application of the Fairwarning Policy of the Employing Board. 

		Employing Board Fairwarning Policy

		Employing Board 

Fairwarning Policy

		Placement Board.











5     System



5.1    	Turas People

	

	Employer Board and Placement Board to access Turas People in processing the following actions:

	

· Offer Letter

· Pre Employment checks

· Contract

· Placement Letter

· Personal Information

· 

5.2    SSTS   



Placement Board to have external user access to NHS Greater Glasgow and Clyde SSTS to record and managed DDiT’s sickness absence.



5.3       HROnline



Placement Board to access NHS Greater Glasgow and Clyde  Policies & Procedures via HROnline 

www.nhsggc.org.uk/DDiT_WoS



5.4	Service Quality Assurance

Regular analysis and reports will be produced by measuring key performance indicators. A Quality Assurance Survey will be developed in due course to capture the service user’s experience. 



This information will be used to monitor the delivery, quality and performance of the Shared Services Lead Employer Model to ensure that the service provided is of a high quality, effective and customer focused.  The reports will also indicate any trends and demand patterns to help identify potential improvement and developmental needs of the model.

APPENDIX A

[bookmark: Appendix_F]

POLICY SCHEDULE - POLICIES, PROCEDURES AND GUIDELINES FOR DOCTORS IN TRAINING 



When your Lead Employer is NHS Greater Glasgow & Clyde and you are on placement within the West Region the following policies, procedures and guidelines below will apply. 



If you are a DDIT on any national programme on placement within the West Region the policies, procedures and guidelines below will also apply.



For copies of placement board policies please contact your placement board (see Contacts Page).





NB If you are on placement within the West Region and are a GPST, Occupational Health or Public Health Trainee you should refer to the NES HR Policies & Procedures. https://hub.nes.digital/



		Ref

		

Policy/Procedure/Guidelines 

		

Employing Board/Placement Board/NES/ National                            



		1.

		Attendance Management Policy 

  

		Greater Glasgow & Clyde (see supplementary information) 



http://www.nhsggc.org.uk/media/235427/attendance-management-policy-reviewed-may2011-upd-app.pdf





		2.

		Grievance Policy and Procedure

 

		Greater Glasgow & Clyde



http://www.nhsggc.org.uk/media/245557/grievance-policy-procedure-agreed-23-april-2014-changes-accepted.pdf





		3.

		Relocation, Removal Policy and Procedure 



		Greater Glasgow & Clyde* 



http://www.nhsggc.org.uk/working-with-us/hr-connect/policies-and-staff-governance/medical-and-dental-policies/removal-policy/





		4.

		Management of Doctors in Difficulty (Capability) 

		NHS Education for Scotland*



https://hub.nes.digital/media/1130/managementofemployeecapabilityratified25july2013.pdf





		5.

		Recruitment and Selection Policy Statement

		National Guidance



https://hub.nes.digital/media/1140/recruitment_and_selection_policy_january_2012_000.pdf



http://www.scotmt.scot.nhs.uk/recruitment.aspx





		6.

		Locum Appointments for Training (LAT) Policy



		National Policy



http://www.scotlanddeanery.nhs.scot/trainee-information/recruitment/





		7.

		Dignity at Work Policy

		Greater Glasgow & Clyde  

(where the alleged perpetrator is employed by GGC. Placement Board policy where this is not the case)



http://www.nhsggc.org.uk/media/235425/daw-policy-agreed-june-2014.pdf





		8.

		Disciplinary Policy and Procedure

		Greater Glasgow & Clyde



http://www.nhsggc.org.uk/media/245555/disciplinary-policy-agreed-23-april-2014-changes-accepted-220517.pdf





		9.

		Alcohol & Substance Policy

		Greater Glasgow & Clyde



http://www.nhsggc.org.uk/media/246252/alcohol-substance-policy-2017.pdf





		10.

		Fixed Term Contracts Policy

		Greater Glasgow & Clyde



http://www.nhsggc.org.uk/media/242296/nhsggc-fixed-term-contracts-policy-2016.pdf





		11.

		Interview Expenses

		National Guidance

http://www.scotmt.scot.nhs.uk/media/508125/expenses-guidance-2015.pdf





		12.

		Junior Doctors Banding Appeals Process



		National Guidance



http://www.msg.scot.nhs.uk/wp-content/uploads/Circulars/CEL's/CEL%20Medical/CEL2008_17.pdf



		13.

		Work Life Balance Policies and Guidance

		Greater Glasgow & Clyde*

http://www.nhsggc.org.uk/working-with-us/hr-connect/policies-and-staff-governance/policies/work-life-balance/





		14.

		Maternity Leave Policy

		Greater Glasgow & Clyde*



http://www.nhsggc.org.uk/media/235513/iwlbmaternityleavepolicynov07.pdf







		15.

		Adoption & Fostering Leave Policy

		Greater Glasgow & Clyde*



http://www.nhsggc.org.uk/media/235515/mwlbadoptionandfosteringleavepolicy.pdf





		16.

		Paternity Leave Policy

		Greater Glasgow & Clyde*



http://www.nhsggc.org.uk/media/235514/jwlbpaternityleavepolicynov07.pdf





		17.

		Parental Leave Policy 

		Greater Glasgow & Clyde*



http://www.nhsggc.org.uk/media/235580/lwlbparentalleavepolicynov07.pdf





		18.

		Less than Full Time Training Policy

		National Policy

http://www.scotlanddeanery.nhs.scot/trainee-information/less-than-full-time-training-ltft/





		19.

		Code of Conduct for Staff: Whistleblowing Policy

		Placement Board 





		20.

		Equality, Diversity and Human Rights Policy

		Placement Board





		21.

		Social Media Policy

		Greater Glasgow & Clyde

http://www.nhsggc.org.uk/media/235573/personal-use-social-media-agreed-23-april-2014.pdf





		22.

		Annual Leave Guidelines

		See Terms & Conditions of Service





		23.

		Data Sharing Agreement

		NHS Education

https://hub.nes.digital/help-me-with/early-implementer/data-sharing-agreement/





		24.

		Information Governance Policy

		Placement Board 





		25.

		Privacy and Data Protection

		NHS Education

http://www.nes.scot.nhs.uk/privacy-and-data-protection.aspx



		26.

		Reserve Forces Training and Mobilisation Policy

		National Policy



http://www.nhsggc.org.uk/media/235578/reserve-forces-training-and-mobilisation-policy-oct09-updatedcontact.pdf





		27.

		Fair Warning

		Placement Board as applicable





*Subject to DDiT National Policy being implemented
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4.3	PAYROLL- agreed by NEIL RUSSELL, ON BEHALF OF NATIONAL DDiT PAYROLL, EXPENSES SUBGROUP



		

Action

		

Standard

		

Dependent Upon

		Responsibility of



		Have an appropriate payroll system, to ensure all Doctors and Dentists in Training are paid on time in accordance with agreed timetables, including the issuing of accurate pay slips and any HMRC documents and in line with Scottish Government terms and conditions circulars.



		

Ensure payments are received on the next available   pay   date, and no later than two months of receipt, in   line   with   the   Employing Board Payroll deadlines. Estimated payments will be processed for New Starts in cases where paperwork has missed the normal payroll cut-off point.

  

		

1. Notification of pay band supplements or work schedule being received from the Placement Board.

2. Doctors and Dentists in Training supplying required documentation to have salary assessed correctly.

3. Receipt of confirmation of salary and Terms and Conditions from previous employer.

		

Placement board









DDiT 





		Have appropriate systems in place to ensure the necessary deductions and employer contributions are paid in relation to SPPA, Income Tax, National Insurance contributions and any salary sacrifice or other deductions. 



		Processed in next available monthly Payroll.

		Notifications of Opt Outs and Salary sacrifice schemes are received in line with Payroll cut-off dates.

		



		Maintain sickness records and ensure all payments are in accordance with occupational and statutory sick pay rules.





		Processed in next available monthly Payroll.

		Notification of sickness absence received from the Placement Board.

		Placement board



		Maintain necessary maternity, adoption, paternity, parental pay records to ensure compliance with occupational and statutory maternity, adoption, paternity, parental pay scheme rules; 

		Processed in next available monthly Payroll.

		Notification of intention received from the Doctor and Dentist in Training and provision of relevant paperwork from placement board.

		Placement Board



		Have sufficient controls in place to mitigate against the risk of overpayment or underpayment of salaries. Ensure these controls are subject to audit through their own internal and external audit requirements.





		Internal processes for approving payments within the Employing Board & Placement Board are regularly reviewed.



Payroll forms part of Internal Audit Risk plan.



		Accurate and timely information input onto Turas and communicated to both the Placement and Employing Board by NES in relation to rota changes. Timely communication between the Placement and Employing Board in relation to all other changes which would impact on pay.

		Placement board and Employing Board



		Provide payroll support to respond to Doctors and Dentists in Training payroll related queries.



		Doctors and Dentists in Training are provided with contact details to deal with queries.

		Information provided by Placement board to enable the query to be investigated appropriately.

		Placement Board and Employing Board



		Preserve historical records of doctors in training who have left in line with workforce/ payroll department timescales and according to statutory requirements.



		Record retention policies in line with Statutory requirements.

		

		Employing board Payroll



		Maintain required records of any necessary unpaid leave.



		Record within SSTS to ensure record is retained.

		Information provided by Placement Board 

		Placement board



		Ensure that all claim forms processed comply with relevant Expenses Policy and guidance. Pay to Doctor and Dentist in Training all approved removal expenses, including excess travel. Pay to the Doctor and Dentist in Training all appropriate travel expenses (business mileage) and additional duty claims for work performed with the Placement Board subject to notification and approval from the Placement Board. 

It has been agreed that claims for expenses and additional duty hours worked before 01/08/2018 will be the responsibility of the current employer so closed records will need to be re-opened after July to process these payments. 





		Expenses should be paid within three months of the claim being received.



Ensure that recharges in respect of removals/travel expenses are actioned within three months of payment to the Doctor and Dentist in Training. 



Policy.



Payroll Standards Operations Procedure.

		Doctors and Dentists in Training submitting claim forms and evidence as required, with authorisation from Placement Board, within processing deadlines.

		DDiT and Placement board



		The Placement Board will report to the Employing Board Payroll all extra duties worked by a Doctor and Dentist in Training in the Placement Board on a monthly basis where staff bank arrangements are not used.

		In line with payroll deadlines.

		Subject to the Doctor and Dentist in Training submitting an authorised claim form in line with the payroll deadlines.

		Placement Board



		Calculate industrial injury benefits as necessary 



		

		Information from the Placement Board.

		



		Calculate and recover any overpayments as necessary.



In the event of an overpayment, the Employing Board will seek to make full recovery from the doctor in training. However, in the unlikely event that full recovery is not possible the following will apply:



Where the overpayment is caused by the Employing Board failing to act reasonably on information supplied by the Placement Board, this will result in any financial consequences being met by the Employing Board,  payroll need to agree this



if the error is caused by the Placement Board then the Placement Board will meet the financial consequences.



		In line with SFIs.

		Receiving timely and accurate information from the Placement Board and NES.

		Placement board and Employing board



		Inflating basic pay records for incremental progression and pay awards including the calculation of arrears. 

1st April 2018 Pay Awarrd

It will be the responsibility of the placement boards to calculate any pay award arrears due for the period 1st April 2018 to 31st July 2018.  

It will then be the responsibility of the placement boards to provide the lead employer with the amount due to be paid to each individual, along with their National Insurance number. 

It will be the responsibility of the lead employer to then pay the arrears notified under the individuals current payroll number, and arrange the cross charging of amounts back to the placement boards.



		SFI’s

		The placement board providing the lead employer with the amount due to be paid to each individual, along with their National Insurance number. 

Employing board paying the arrears and arranging the cross charging back to placement boards

		Employing Board, Placement Board Payroll, National Payroll Group



		Provide an annual P60 form (& P11d where applicable) in accordance with Her Majesty’s Revenue and Customs regulations. 



		SFI’s

		

		Employing Board Payroll



		Complete P45 for leavers and forward to Doctors and Dentists in Training together with final payslip.



		

		

		Employing Board Payroll



		Provide Responsible Officer and other appropriate organisations with service history for Doctors and Dentists in Training who have taken up a new NHS post. 



		

		

		Employing Board Payroll



		Study leave and related expense claims made by the Doctors and Dentists in Training will be subject to prior approval by the Placement Board and Postgraduate Dean (or authorised personnel) and if so approved will be disbursed to the doctors in training by the Employing Board through the payroll system, in line with Placement Board Finance’s roles & responsibilities.



		In line with Payroll Standard Operations Procedure.

		Information and authorisation from the Placement board.

		Placement Board and Employing Board Payroll



		Process deductions and provide returns to SPPA in relation to Pension services.



		SPPA

		

		Employing Board Payroll



		If so requested by the Placement Board, the Employing Board will endeavour to recover from a Doctor and Dentist in Training any such   sums in relation to cost of lodging and mess subscriptions and/or car parking fees due to the Placement Board, subject to the Placement Board first providing written authorisation from the Doctor and Dentist in Training, and sufficient funds being available in the Doctor and Dentist in Training’s pay.

		In line with Payroll Standard Operations Procedure.

		Receiving timely and accurate information from the Placement Board.

		Placement Board



		
Confirm via previous payslip/ transfer certificate/ with previous employer(s) details of previous employment in order to establish the correct salary, taking into consideration protection issues.

		As per Terms and Conditions Circulars

		Dependent upon the Trainee returning documentation

		Employing Board Payroll
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4.4	FINANCE 



		

Action

		

Standard

		

Dependent upon

		Responsibility of



		The Employing board will use the Payment on Behalf process to recharge the Placement Board for the full payroll Gross Charge in relation to the Trainees currently on rotation within the placement board. The charge will include payroll allowances or deductions which relate to the trainees e.g. travel expenses. 

		By the 1st working day of the month following payroll



		Timely and accurate information on rotation/placement details being received from employing boards.



		Employing Board?



		The Employing board will provide available backup for all charges in relation to the Trainees to ensure that the Placement Board can agree the Payment on Behalf charges. This will include a standard payroll report as well as allowances and deductions information. The Employing Board will respond to any Placement Board queries that may arise in a timely manner.

		In line with Payroll deadlines. No later than the end of the calendar month.

		Timely submission of instructions from Placement Board.

		Employing Board



		The Placement board will notify the Employing Board of any banding supplements to be applied and provide timely notification of amendments to the banding. Where backdated excess banding payments are due these will be charged to the placement board at the point at which the arrears payments are made.

		In line with Payroll deadlines. 

		Timely submission of instructions from Placement Board.

		Placement Board



		In circumstances where a Medical Bank arrangement is not operated in the Placement Board, the Employing Board will process additional payments to the DiT and include the costs on the Payment on Behalf.

		

		Timely submission of instructions from Placement Board.

		Employing Board?



		The Employing board will meet with the placement boards at regular intervals to discuss any issues arising from the lead employer arrangements.

		Monthly at first then quarterly thereafter 

		

		Employing and Placement Board



		Any disputed charges should be notified to the employing board promptly following the period to which the charges relate. Clarification of any areas of dispute should be resolved within the month following the period to which the charges relate. Any disputes not resolved within a 3 month period will be escalated to NES for mediation. 

		 Within 20 working days

		

		Placement Board



		NES will continue to fund the Placement board with the Training Grade Contribution in accordance with agreed training programme financial arrangements.  

		Monthly

		Accurate and timely data being held on Turas.

		NES/Placement board
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4.5 MEDICAL EDUCATION – to be agreed by DME



		Action

		Standard

		Dependent upon

		Responsibility of



		Ensure that the mandatory training requirements of the Employing Board are completed within agreed timescale.





		Staff Governance Standard – Appropriately Trained.  

		Doctor and Dentist in Training completing the training. Escalation process in place where non-compliant. 

DME’s development of agreed standards

		Placement Board



		The Placement Board is responsible for the induction and ongoing training (Programme, Board and Local (Unit) of all Doctors and Dentists in Training that are engaged to provide care to the Placement Board patients. http://www.sehd.scot.nhs.uk/dl/DL(2016)12.pdf 





		Teaching at local induction shall be in line with NHS standards.

		Receipt of timely and accurate information from TPD/TURAS PEOPLE regarding doctors in training rotating to the Placement Board.

		Placement Board



		Have in place a system to obtain formal customer feedback from Doctor and Dentist in Training and Placement Boards.

		GMC survey



iMatter



		Local i-Matter leads and DME and service management teams of placement board.

		Placement Board
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4.6 	OCCUPATIONAL HEALTH SERVICES 



		ACTION

		STANDARD

		DEPENDENT UPON

		RESPONSIBLE OFFICER



		The Placement Board’s Occupational Health Service, acting on behalf of the Lead Employer, is responsible for ensuring that pre-placement health assessments for new Doctors (and Dentists) in training commencing in the respective programme within the Placement Board are completed in accordance with any agreed KPIs and this Regional Standard Operating Procedure.

		Health Clear 

OHSSFor – Safe and Well at Work

Safer Pre and Post Employment Check PIN

CEL (2012)18

		Receiving fully completed health questionnaires and validated supporting documentation in a timely manner from Doctors (and Dentists) in Training. 

		



		The Placement Board’s Occupational Health Service, acting on behalf of the Lead Employer, is responsible for ensuring that new Doctors (and Dentists) in training are health cleared for their allocated programme, prior to commencing employment and for the application of and recording of EPP and immunisation status for new Doctors (and Dentists) in Training, ensuring that follow up appointments and recalls are made in a timely manner, in accordance with any agreed KPIs and this Regional Standard Operating Procedure.

		Ensure that all Doctors (and Dentists) in Training are health cleared in line with NHS Standards, (Health Clear) and the Safer Pre and Post Employment Check PIN and that this remains throughout their employment.

		Immunisation information, status and dates being provided by the Doctor and Dentist in Training. 

		



		In accordance with the relevant Attendance Management Policy/ies, the Placement Board’s Occupational Health Service will ensure that Doctors (and Dentists) in Training requiring occupational health management and support are seen at the earliest available opportunity, by the most appropriate OH or related Clinician, ensuring that follow up appointments and recalls are made in a timely manner, in accordance with any agreed KPIs and this Regional Standard Operating Procedure.

		In fitness to practise cases this can be mandated – GMC Conditions. 

Health Clear

OHSSFor - Safe and Well at Work 
NHSS PIN Policies

		Requires the Doctor (and Dentist) in Training to have notified the Placement Board of sickness absences.



Requires the Placement Board to notify the Employing Board of all sickness absences.



Requires management to refer the trainee to the local OH Department



NES requires notification of the absence by the Placement Board.



Relies on the co-operation of the doctor in training to attend any appointments made.



Requires Placement Board / NES to notify the Employing Board of cases requiring OHS support.







		



		ACTION

		STANDARD

		DEPENDENT UPON

		RESPONSIBLE OFFICER



		To respond to any management referrals made to OH by the Placement Board and provide OH recommendations, in line with any agreed KPIs in accordance with this Regional Standard Operating Procedure.

		In line with the Employing Board Management of Attendance Policy/ies, Occupational Health Policies and Promoting Attendance PIN.

		Placement Board notifying Employing Board of management referrals (in line with Data Sharing Agreement) and sharing relevant information from report received from OH, and vice versa.

		



		Ensure that Doctors (and Dentists) in Training can access the provision of Occupational Health services for specialised advice, vaccinations and for regular health surveillance, through the agreed self-referral and management referral processes between Employing and Placement Boards.  Reasonable adjustments identified by OH Departments and requests from Doctors in training for specialised equipment must be handled in accordance with agreed policies and data sharing agreements.

		Health Clear, CEL(2012)18 and OHSSFor Safe & Well at Work

HASAW 1974

The Management of Health and Safety at Work Regulations 1999

COSHH 2002



		Regional OH Agreement being finalised. Nature of support required.

		Placement Board



		Process for transfer of occupational health information and handover of care for existing Doctors in Training during rotations within allocated programmes.  Mairi Gaffney is currently leading on the development of these processes.
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4.7	HEALTH & SAFETY





		

Action

		

Standard

		

Dependent Upon

		Responsibility of



		The Placement Board will provide a safe working environment to look after the health, safety and wellbeing of Doctors and Dentists in Training to the same extent as that if they were the Placement Board's own employees and in accordance with HDL 2001 50.



On the first day of the placement, the Placement Board is responsible for verifying the identity of Doctors and Dentists in Training placed in their Board.

		In line with health and safety and other relevant legislation.



Safer Pre and Post Employment checks.

		Receipt of timely and accurate information from NES to the Employing Board and the Placement Board regarding the rotations of Doctors and Dentists in Training.

		Placement Board



		

The Placement Board should conduct risk assessments to ensure a safe working environment is provided to look after the health, safety and wellbeing of Doctors and Dentists in Training to the same extent as that if they were the Placement Board's own employees.



The Placement Board shall comply with requirements to complete risk assessments in respect of Doctors and Dentists in Training who are pregnant or where Equality Act is deemed to apply in respect to health/disability

		



In line with health and safety and other relevant legislation.



In line with the Employing Board Family and Attendance Management Policies. 

		

Receipt of timely and accurate information from the Employing Board regarding Doctors and Dentists in Training rotating to the Placement Board. 



The Employing Board responding to the risk assessment and fulfilling obligations defined in policy. 

		Placement Board



		Employing Board has a number of duties as required under Health and safety legislation. The duties relate to employees and other groups such as patients, visitors and contractors.  The Employing Board accepts that the minimum acceptable standards of health and safety are those contained in legislation.  It is the obligation of the Employing Board to meet these standards and strive for continuous improvement.  Employing Board is responsible for all employees regardless of where they work, which will include Placement Boards.  Employing Board is required to co-ordinate and co-operate regarding health and safety arrangements where more than one organisation or group share a workplace or visit premises.



It should be clear that Employing Board are responsible for DDiT making safety at work a priority to protect themselves, their colleagues, patients and visitors.



Employing board requires assurance that the appropriate policies and safety procedures are in place to protect their employees when working In Placement Boards.

Key issues which must be addressed are as follows;

· Incident reporting procedures for non-clinical and clinical incidents.

· Procedures in the event of a needlestick injury.

· Processes to ensure local training is required for identified health and safety risks.

· Suitable procedures and local rules regarding Radiation Safety.

· Procedures are in place for respiratory protection face fit testing.

· Policies and procedures are in place to ensure personal safety of staff with regard to security and violence and aggression measures.

The above list is not exhaustive but covers the main areas of non-clinical risk.  Where appropriate, the relevant national PIN guidelines should apply. 

		Health and Safety at Work Act 1974 and associated legislation.

		Placement board providing reassurance/evidence to Employing board that the appropriate policies and safety procedures are in place

		Employing Board and Placement Board
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4.8	STAFF GOVERNANCE



		Action

		

Standard

		

Dependent upon

		Responsibility of



		The duty of care to patients is legally owned by the Placement Board. Where the care is provided by the DDiT acting as an agent of the Placement Board then that Board must assume responsibility for the clinical standards of care being provided, which would extend to ensuring the DDiT induction, supervision and support on their prevailing clinical policy and standards complies to minimum standard. The placement  board will held accountable for the quality of clinical practice undertaken by DDiT 



Placement Board will agree civil liability e.g. for claims – that responsibility for meeting these would be with the Placement Board  - which avoids Employment Board being sued for care provided whilst not under supervision of the Employing Board 

		National clinical Governance standards

		Placement Board agreeing to confirm civil liability and confirm they meet minimum standards

		Employment board and Placement Board



		Investigate, resolve and inform the Employing Board, and the Responsible Officer of any complaints whether brought by a Doctor and Dentist in Training or any other person and arising out of or in connection with the placement of any Doctor and Dentist in Training.

		In line with the Placement Board complaints policy and procedures.

		Being made aware of a complaint and the Doctor and Dentist in Training complying with any investigation.  *Noting that if the Placement Board has any concerns at any time regarding a Doctor and Dentist in Training not fulfilling their obligations they should notify the Employing Board and the Responsible Officer.

		Placement Board
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1. 
	Introduction

The purpose of the Doctors and Dentists (DDiTs) in Training Shared Services Lead Employer Model is to deliver an improved recruitment and employment experience for doctors and dentists in training, and enhanced effectiveness and efficiencies in practice - one employer for the duration of a training programme.



All GP, Public Health and Occupational Medicine Specialty Trainees will be employed by NHS Education for Scotland (NES) for the duration of their training programme. Whilst NES will be the Employing Board for these trainees, they will continue to rotate around Placement Boards and General Practice attachments as part of their training programme.



In accordance with the Employment Responsibilities Agreement, this document is intended to set out the roles and responsibilities of the Employer Board and Placement Board in undertaking the day-to-day management and activities in supporting the Doctor in Trainings employment journey throughout the training programme. The Employment Responsibilities Agreement at section 4.5 describes the following arrangements:



The Employing Board and Placement Board will agree Standard Operating Procedures for the employment of Doctors in Training in respect of the Employment Responsibilities set out in Appendices B and C, which Standard Operating Procedures may be amended by the Employing and Placement Boards, from time to time.  The Standard Operating Procedures may include agreement between the Employment and Placement Boards that the Placement Board will carry out certain of the Employment Responsibilities incumbent upon the Employing Board, on its behalf.



This document seeks to describe the extent of the activities that the placement Board will carry out on behalf of NES. This document will be reviewed at 3, 6, 9 and 12 months. 



In this document NHS Education for Scotland (NES) may be both the employing and placement board if Doctors in Training are in general practice.



2. 	Aims

· Provide Doctors in Training with optimum continuity of employment and positive employment experience.

· Doctors in Training will have one Employer per training programme.

· Doctors in Training will have on onboarding pre-employment check per training programme to include reference, PVG, OHS and Visa checks where appropriate. 

· Doctors in Training will receive one employment contract per programme.

· In the absence of the National Policies & Procedures for Doctors in Training, the Lead Employer policies will apply unless otherwise agreed.

· NHS Education for Scotland (NES) as the Employer Board will pay all GP, Public Health and Occupational Medicine Specialty Trainees and there will be supporting financial cross charging and monthly financial report arrangements in place.  

· All other NHS Scotland Boards and General Practices will become Placement Boards and will work on behalf of NHS Education for Scotland (NES) in order to manage the Doctors in Training.

· Define the extent of delegated employment related activities that placement Boards will deliver on behalf of employing Boards and the agreed standard to which these will be delivered. 



3.       Definitions

Employing Board: means the Party which is the employer in respect of a Doctor in Training who is the subject of the relevant Placement Agreement;



Placement Board: means the Party providing a training placement to the Doctor in Training under the relevant Placement Agreement;
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4.	Roles and Responsibilities

This section specifies the agreed Employing Board and Placement Board responsibilities for activities pertaining to Medical Staffing/Employee Relations, Finance, Payroll and Occupational Health functions. NHS Education for Scotland also has a Training programme management role for trainees that is described in the Employment Responsibilities Agreement and is detailed below.



POSTS/ RECRUITMENT



		

Action 

		PB/

EB

		Delegated responsibility to Placement Board to deliver on behalf of Employing Board

		

Deanery Role

		

Standard

		

Dependent Upon



		Offer of training programme and allocation. 

		N/A

		

		Following the release of National offers, Training Programme Management team provide the training programme offer and allocation. Deanery update on TPM.

		Agreed UK systems and Turas processes



Agreed onboarding processes

		Agreed UK systems equivalent acceptance processes.



National offers.







PRE-EMPLOYMENT CHECKS



		

Action 

		PB/

EB

		Delegated responsibility to Placement Board to deliver on behalf of Employing Board

		

Deanery Role

		

Standard

		

Dependent Upon



		Issue Conditional Offer Letter

		PB

		The Placement Board will send conditional offer letters via Turas People to successful candidates within agreed timescales.





		

		Code of Practice.



CEL 10 (2014)

		Offer of a training programme from NES Deanery and allocation to a programme and Employing Board. 



		Pre- Employment checking

		PB





















PB





PB







PB





PB

		The Placement Board will ensure that all required pre-employment checks are carried out via Turas People including references, immigration status/right to work checks;[footnoteRef:1] criminal records background checks; occupational health checks; independent safeguarding authority & protection of vulnerable group checks;[footnoteRef:2] identity checks; qualifications; Foundation Competency; ALS; GMC (where applicable)  and also ensure that appropriate medical clearance is obtained in accordance with NHS Code of Practice and Fitness to Practise. SEE ALSO STAFF ENGAGEMENT FORM SECTION. [1:  NES provides Tier 2 sponsorship]  [2:  NES provides PVG checking service ] 




The Placement Board will ensure all Doctors in Training are eligible to commence in post on the given start date.



The Placement Board is responsible for putting in place a risk assessment if pre-employment checks aren’t complete to allow Doctors in Training to start in post.



The Placement Board will notify NES Deanery of any non-cleared Doctors in Training and detail the reason for delayed clearance.



The Placement Board will upload any additional recruitment information onto Turas People.



		Involvement in Fitness to Practise decisions. 

		In line with PIN Guideline: Safer Pre and Post Employment Policy requirements.



Medical recruitment handbook for recruiting offices



UKVI guidelines



Minimum 2 references (supervisor reports) one being the most recent employer or educational institute



Declaration form completion



Sight check and verification of ID prior to or at commencement of first placement





		Dependent upon the Trainee returning documentation and required information.



Also subject to Disclosure Scotland and UKBA undertaking their obligations in a timely manner.

Referees, OH provider, GMC updating register in a timely manner with accurate information.



Trainee completing and returning FTP Declaration form.



Placement board having arrangement in place re checking of ID/Passport



		Tier 2

		PB

		The Placement Board will notify NES as the Tier 2 Sponsor of any employment matters which may affect a Doctor in Trainings Visa immediately eg. Absence, LTFT applications, maternity leave. 

		

		

		



		Confirm Placement Detail

		PB

		The Placement Board will advise Doctors in Training of their placement by issuing a “Placement Detail Letter” via Turas People including banding supplement where applicable (hospital placements only).



		

		Code of Practice.



Standard Placement Detail letter

		Offer of a training programme from NES Deanery and allocation to a programme and Employing Board.



Placement information to be available on Turas People in a timely manner.



		[bookmark: Appendix_F][bookmark: SEF]Staff Engagement Form

		PB

















PB













PB/ EB





PB

		
The Placement Board will complete and authorise the Staff Engagement Form (via Turas People) details in order for the data extract to be completed for payroll processing and for the trainee to be added to NES payroll and paid monthly. This includes ensuring any protected salaries are processed correctly for Doctors in Training. If any trainees fail to start, the Placement Board will immediately notify Employing Board payroll in order for payment to be stopped.



The Placement Board is responsible for checking criminal conviction and fitness to practice declarations in section 11 of the staff engagement form on Turas People as part of the pre-employment checks. Any declarations should be reported to NES Deanery. The placement board should complete any risk assessments as defined in the PIN guideline.



Where discretion needs to be applied for more serious convictions, placement board will escalate to employing board.



Where NES is the Placement Board for GPSTs in a practice placement, NES will confirm the salary setting in the data extract for payroll. NES will confirm with all training practices that the trainees have commenced their placement and can be paid.

		Following a notification of a fitness to practise issue, NES Deanery will investigate further. 



Responsible for reviewing and approving any requests from Doctors in Training for overseas/locum service to be applied in respect of incremental credit. 



		As per Terms and Conditions Circulars



In line with PIN Guideline: Safer Pre and Post Employment Policy requirements.

		Dependent upon the Trainee returning documentation and subject to placement Board practice in SEF completion, pending agreement of a consistent approach.



		Targeted Enhancement Recruitment Scheme (TERS) Payment for GPStRs

		PB











EB

		For GPStRs who are eligible for a TERS payment, the Placement Board will arrange for the TERS agreement to be signed by the Doctor in Training before sending to the NES Deanery for approval. The Placement Board will then process the payment via a staff engagement form/notification of change form. 



The Employing Board will be responsible for ensuring payment of the bursary.

		NES Deanery should send the names of Doctors in Training eligible for a TERS payment to Placement Boards together with the updated TERS agreement. 



Once the TERS agreement has been signed by the Doctor in Training and returned, the Deanery will arrange for the agreements to be signed by the Director of Finance. 

		

		Timely information to Placement Boards from NES Deanery and the Doctor in Training signing and returning the agreement.



		Verification of Identity

		PB







PB

		The Placement Board will ensure all Doctors in Training identification is verified on the first day of placement in line with local procedures in accordance with the PIN guidelines.



Where NES is the Placement Board for GPSTs in practice placement, NES will liaise with practices to ensure identification is verified on the first day.

		

		In line with PIN Guideline: Safer Pre and Post Employment Policy requirements.

		







EMPLOYMENT



		

Action

		PB/

EB 

		Delegated responsibility to Placement Board to deliver on behalf of Employing Board

		Deanery Role

		

Standard

		

Dependent Upon



		New Starts and Leavers

		PB

		Ensure that new starters outwith the National recruitment process and leavers information is communicated to the Employing Board and the Deanery.

		

		Agreed information flow. Turas reporting.

		Turas Functionality.



		Contract/Salary/Banding

		PB









PB

		The Placement Board will ensure Doctor in Training is notified of banding supplement for posts 6 weeks prior to commencement of placements via Turas People (applicable to hospital placements only).



The Placement Board will ensure contracts of employment are issued to new starters in a timely manner (and no later than 8 weeks after starting in post) via Turas People and preview these prior to issue to ensure accuracy.



		Providing confirmation of allocation to enable placement boards to give 6 weeks’ notice of banding supplement.



Deanery need to ensure that detail in relation to placements is accurate on Turas TPM to feed through to contracts.

		Code of Practice 



Circulars.



Nationally agreed terms and conditions.



Standard contract documentation

Turas People.

		Doctor in Training providing sufficient evidence from previous employment to be accurately placed on the scales.



Dependent on Placement Board providing accurate information. 





		Pay Band Appeals (hospital placements)

		
PB



		The Placement Board is responsible for arranging and hearing Banding Appeals (applicable to hospital placements only).







		

		Within 2 weeks of the change being signed off through due process.



Banding Appeals Protocol.

		
Receipt of timely and accurate information regarding Doctors in Training rotating to the Placement Board.





		Amendments to Contract

		PB

		The Placement Board will ensure that any amendments to contract due to changes to training programme notified by NES Deanery are actioned through payroll and amendment to contract documentation is activated via Turas People with all system and employee files being updated. 



		TPM to update Turas with any changes that will impact on T&Cs eg. change in hours, change of end date.



TPM to keep Turas information accurate and current to facilitate any amendments to contract.

		Payroll deadlines.

		NES Deanery providing adequate notice of any changes to the training programme that may impact on contractual terms or on payroll e.g. OOP.



Turas People alerting Placement Boards of relevant changes.





		Financial References/

Confirmation of Employment



		PB



		The Placement Board will provide bank and building societies with financial references following approval from the Doctor in Training via Turas People. The Placement Board is responsible for all such queries.



		

		Templates.



To agree Response time.

		Doctors in Training providing consent. 



		Enquiries



		PB

		The Placement Board will respond to enquiries from Doctors in Training about their Terms and Conditions of Service and contracts in accordance with the relevant policies.



Where a query arises as a result of an over or under payment, responsibility will rest with the placement board. 



		TPM to provide accurate and timely training information that has an impact on employment eg. Change to end dates, LTFT 

		Agreed enquiries/

escalation process



National policies.



Employing Board Policies 

		Mailbox/contact numbers available in accordance with local boards standards.



Full list of Employing and Placement Board contacts available to Doctors in Training on Turas Hub.



		Employee Record



		PB







PB



 

		The Placement Board is responsible for maintaining Doctors in Training personnel file and employee record on Turas People throughout their employment as details in subsequent sections.



Placement Board will maintain Doctors in Training personnel and payroll information on Turas People as appropriate to ensure that relevant information, records and documentation held for employment purposes are accurately maintained and validated.





		

		KPIs



Equality Outcomes/ Reporting of Employing Board.

		Turas People generating an electronic personnel file/employee record. Reports will be generated for the purposes of employment law and the equality duties. An accurate minimum dataset (for Equality and Diversity purposes) will be maintained and will be able to be reported by Placement Board/ Employing Board.





		Fitness to Practise

		PB

















PB









PB

		The Placement Board will use all reasonable endeavours to ensure that NES is able to discharge its responsibilities under the Responsible Officer Regulations. The placement board requires to notify the Responsible Officer[footnoteRef:3] or delegates (or nominates) of any concerns which might be relevant to the fitness to practise of a Doctor in Training. See appendix D of Employment Responsibilities Agreement. [3:  NES Medical Director is the Responsible Officer for all trainees. ] 




Placement Board HR staff to monitor and appropriately action any ongoing issues advised by Deanery staff. Placement Board HR to continue to liaise with Deanery, including Performance Support Unit, as appropriate. The placement board will provide HR representation at the PSU case work meetings. 



Where a fitness to practise issue may lead to GMC referral, the Employing Board also delegates to the Placement Board, the requirement to have a GMC registered and licensed doctor who, in conjunction with the Placement Board HR, and as described in NES Policy can take responsibility for any investigation or disciplinary procedures involving Doctors in Training. The Placement Board will liaise with the appropriate NES Postgraduate Dean or Medical Director regarding any fitness to practise issues that may need consideration for referral to the GMC and/ or other relevant regulatory Bodies. Placement Boards will be aware that investigatory processes can often take several weeks to conclude, and to ensure that time is not lost unnecessarily, consideration should be given to GMC referrals at the earliest stage where required.



Investigations will be initiated by the Placement Board and any involvement from NES at this stage should only be to provide information from an educational perspective should it be required.



Further detail on the disciplinary processes and delegated responsibilities are detailed below.

		Deanery staff to monitor Fitness to Practise issues on an ongoing basis and to share any concern with the Responsible Officer/delegates and Placement Board HR.

		GMC Good Medical Practice

		Training Programme Management team to be able to provide detailed, accurate, timely information with regard to Doctors in Training employed by NES.



		Alerts

		PB

		The Placement Board will follow up any alerts from Turas People to ensure all Doctors in Training comply with and meet their requirements to maintain GMC registration and satisfy PVG and Right to Work requirements. The Placement Board will notify the NES Deanery of any issues. 

		TPM/Deanery staff to advise NES HR of any fitness to practise concerns. 

		Monitoring systems in place with GMC/ GDC and PVG.



Right to work monitoring and review mechanisms in place. 

		Turas People will generate alerts when there is a change to GMC status.



Notification from NES of changes to PVG status.



Certificate of Sponsorship from NES.



		Working Hours

		PB

		The Placement Board will ensure that the requirements of New Deal and working time directive are satisfied in respect of each Doctor in Training on placement.

		

		National TCS hours monitoring requirements

		Placement Boards having robust monitoring processes in place.



		Annual Leave

		PB

		Ensure that annual leave is taken in accordance with policy and local procedures. 

		

		

		



		Policies & Procedures 



		PB



































EB/

PB

		In the absence of National Policies, the Placement Board will follow NES Policies as detailed in Appendix A and as per the contract of employment.



Whilst the default policy will always be that of the employing board, there may be certain circumstances where the policy of the placement board will be applied. This will only occur in complex situations where cases involve multiple employees who are employed by different employers. In cases such as this, agreement should be sought from all parties to use one policy as opposed to multiple ones. Usually it will be the policy of the person who is bringing the grievance or who is the subject of potential disciplinary action, for example, which would be followed. In these circumstances, where a placement board policy is agreed, that policy will become the applicable policy in terms of the trainee contract. Where agreement cannot be reached, the employing Board policy will be applied.





The Employing Board and Placement Board will be involved in drafting revisions to the National Guidance/Policy through the SMT HR Sub Group. Changes to other guidance/policy of the Employing Board will meet PIN Guideline requirements. Any changes to National guidance/policy must be remitted through SMT Policy Sub Group with ratification through the Core Group. Final sign off through SJDC.



		

		PIN Guidelines/ Nationally agreed Policies.



Legislation. 



Turas Hub



Staff Governance Standard: Well informed. 



Contract of employment, terms and conditions.



		Employing Board policies and procedures to be applied in the absence of National Policies and Procedures.



Information being updated regularly. Clear signposting.



Clear communication to placement Boards, doctors in training and other stakeholders of any changes to NES Policy.



NES HR will ensure the Hub is kept up to date and accurate.



		[bookmark: _Hlk11352833]Absence Management



		PB











PB





PB







PB







PB











PB





PB



PB







PB







PB





PB











PB









EB

		The Placement Board will ensure timely, accurate monitoring, recording and management of all sickness absence for Doctors in Training in accordance with the Employing Board policy and will report absence on SSTS, and monitor the absence of trainees on placement in the Placement Board using Turas People. 



The Placement Board will continue to action rotation details for Doctors in Training whilst they are on sick leave. 



The Placement Board will ensure sickness absence information, first day of absence, return to work date, is shared with payroll through SSTS.



The Placement Board will ensure that NES Deanery, including the Performance Support Unit, is alerted of any long-term sickness absence cases.



The Placement Board will attend regional performance support meetings to discuss trainees employed by NES with absence related performance support issues. The PB HR will advise on application of NES policy in managing the employment impact of such issues.



The Placement Board will engage OH as required in sickness absence management.



The Placement Board will upload fit notes to Turas People.



The Placement Board will notify trainees on sick leave when they are due to go onto half/no pay. The information will be sent from NES HR to the Placement Board to relay to the trainee.



The Placement Board will ensure return to work interviews are conducted and any associated paperwork is uploaded to Turas People.



The Placement Board will administer and oversee formal sickness absence cases up to the point of dismissal/ appeal. 



The Placement Board will invite NES to join and Chair any sickness absence capability cases that reach the dismissal/ appeal stages. Placement Board set up Stage 3 and NES HR joins the panel by invitation and identifies a NES Chairperson. NES HR is on panel and receives papers at the same time as the Chair.



Appeal – set up by Placement Board, NES HR would attend as HR advisory support to the Chair, same HR rep travels from Stage 3 to the Appeal, rest of panel constituted by NES. Appeal administered by Placement Board HR.



Where any Doctor in Training employed by NES in a hospital placement reaches stage 3/ appeal, NES as the employer will identify a NES Chairperson and provide HR representation for the panel. 





		

		Monthly absence reports provided from SSTS. Ad hoc real-time reports available as and when required.



Employing Board Policy PIN



Agreed absence recording system and process. 

		Fit notes sent to be kept in Turas People 



Dependent on Placement Board to keep Employing Board and NES informed of any absence related issue.



Turas People enabling the sharing of information on sickness absence and monitoring of absence reported via SSTS.





















Dependent on NES HR providing half/no pay information to the Placement Board.



		Performance Support

		PB

		The Placement Board will notify the Performance Support Unit of any issues as per agreed levels of support and will attend regional performance support meetings to discuss trainees employed by NES with performance support issues. The Placement Board HR will advise on application of NES policy in managing the employment impact of such issues. 



		

		

		Regional performance support meetings.



		Maternity/

Paternity/

Adoption/

Shared Parental Leave/ Special Leave



		EB









EB





EB 























PB

		The Employing Board will process leave requests in accordance with NES policy ensuring all relevant paperwork is uploaded to Turas People and change forms raised for payroll where appropriate. 



The Employing Board will notify NES Deanery and the Placement Board of a Doctor in Training’s request to take maternity, paternity, shared parental or adoption leave. 



The Employing Board will communicate to the Placement Board when they have been notified by a Doctor In Training that she is pregnant, to ensure that the risk assessment process can be followed by the Placement Board. 

 

The Employing Board will issue the trainee and Placement Board with the Maternity information pack. 

 

NES HR will send a monthly report to Placement Boards detailing the progress of all maternity leave cases for trainees in their board.





If a Doctor in Training is pregnant and advised by Occupational Health not to work out of hours, the Placement Board will ensure that they still receive their banding payment as normal as if they were working the additional hours. 





		

		Initial response, wherever possible within 5 working days of receipt of application. 



Employing Board Policies



Maternity/SPL Legislation

		Notification from Doctor in Training of leave. 



NES Deanery notify Employing Board HR of any requests received from Doctor in Training to change their training programme and having an impact on contractual changes that impact on payroll e.g. OOP.



		Less Than Full Time



		PB



		The Placement Board will ensure that Deanery and service approved requests from a Doctor in Training to work and train less than full time are managed in accordance with the relevant policy. The Placement Board will issue an amended contract of employment to the Doctor in Training. Payroll notified by the Placement Board completion of a notification of change form on Turas People.



		Deanery will ensure LTFT applications are processed in a timely manner with outcomes uploaded to TPM in advance of payroll deadlines to allow HR colleagues process relevant pay form.  

		In accordance with payroll deadlines wherever possible.  

		NES Deanery notify Placement Board of any requests for contractual changes that impact on payroll e.g. change in working hours. 







		Flexible Working

		PB

		The Placement Board will ensure that any requests from a Doctor in Training to work and train under the flexible working arrangements are managed in accordance with the NES Flexible Working Practices – Policy and Procedures. Where appropriate the Placement Board will issue an amended contract of employment to the Doctor in Training. Where appropriate, payroll notified by the Placement Board completion of a notification of change form on Turas People.



		

		NES Flexible Working Practices – Policy and Procedures

		



		Conduct/

Performance



		PB















PB 































PB







PB





EB









EB

		The line manager in the Placement Board will liaise with Placement Board HR. Placement Board HR will deal with due process using NES Policy up to point where it is escalating beyond a stage 2. Placement Board set up stage 3 and NES HR joins the panel by invitation and identifies a NES Chairperson. NES HR is on panel and receives papers at the same time as the Chair. Placement Board will also provide a representative for the panel.



Where a disciplinary issue may lead to GMC referral, the Employing Board also delegates to the placement Board, the requirement to have a GMC registered and licensed doctor who, in conjunction with the Placement Board HR, and as described in NES Policy can take responsibility for any investigation or disciplinary procedures involving Doctors in Training. The Placement Board will liaise with the appropriate NES Postgraduate Dean or Medical Director regarding any fitness to practise issues that may need consideration for referral to the GMC and/ or other relevant regulatory Bodies. Placement Boards will be aware that investigatory processes can often take several weeks to conclude, and to ensure that time is not lost unnecessarily, consideration should be given to GMC referrals at the earliest stage where required.



Investigations will be initiated by the Placement Board and any involvement from NES at this stage should only be to provide information from an educational perspective should it be required.



Appeal set up by Placement Board. NES HR would attend as HR advisory support to the Chair, same HR rep travels from Stage 3 to the Appeal, rest of panel constituted by NES. 



The placement board will administer all paperwork throughout process. Issuing of stage 3 paperwork will be with the approval of the NES chairperson. All paperwork will be shared between Placement and Employing Board.



Where any Doctor in Training employed by NES in a hospital placement reaches stage 3/ appeal, NES as the employer will identify a NES Chairperson and provide HR representation for the panel. 



Authority to dismiss can be delegated but must be done by an appropriate NES employee. NES HR Business Partners have delegated authority to advise on dismissal.



		TPM/Deanery staff to inform NES HR/Placement Board about any fitness to practise issues immediately.



Deanery staff will liaise with PSU over appropriate cases and keep HR informed. The Deanery will provide training representation to any panels convened to enable either employment or training processes to be progressed.

		Policies

 

NES (Responsible Officer) Regulations

		Placement Board and NES fulfilling local responsibilities in line with NES Policy, including investigation roles.



Information sharing with NES (Responsible Officer).



Joint working by all Parties. 



		Suspension 



		PB























EB 



		Where the Placement Board determine the need to suspend, the Placement Board will act on behalf of the Employing Board in this regard. The Placement Board will inform the Employing Board and Deanery of suspension. Formal follow up is implemented by Placement Board in accordance with NES Policy. It should be noted that whilst there may be liaison with NES Deanery around a suspension, the Placement Board is the decision maker. The placement board will administer all paperwork throughout process. Issuing of stage 3 paperwork will be with the approval of the NES chairperson. All paperwork will be shared between Placement and Employing Board.



Where any Doctor in Training employed by NES in a hospital placement reaches stage 3/ appeal, NES as the employer will identify a NES Chairperson and provide HR representation for the panel. 





		

		Disciplinary Policy



To be consistent with PIN should this read “Management of Employee Conduct Policy”





PCS (DD) 1994/11, PCS(DD) 1999/7, 1990(PCS)8 

		Placement Board in conjunction with the Employing Board will agree action to be taken.  



Placement Board may exclude from the workplace and Employing Board may suspend from clinical responsibilities. 



		Grievance



		PB













		The Placement Board will handle all grievances in accordance with the Employing Board policy and scheme of delegation. All administration will be delivered by Placement Board.



		

		NES Policy



Depends on the nature of the grievance and or who the grievance is against

		Placement Board and NES fulfilling local responsibilities in line with Policy.





		Bullying and Harassment



		PB

















PB



		All bullying and harassment complaints will usually be handled in accordance with the relevant Employing Board policy and scheme of delegation. However, where the alleged perpetrator is a Placement Board employee, the Placement Board Policy is applicable. If the Doctor in Training is the alleged perpetrator, the Employing Board Policy is followed. The placement board will administer all paperwork throughout process. 





The Placement Board will inform the Postgraduate Dean of any bullying and harassment complaints from or about a Doctor in Training so that any impact on education and training can be considered. 



		

		Policy.

		Placement Board and NES fulfilling local responsibilities in line with Policy, including investigation roles. 



		Information/ Data Sharing

		PB

		Provide such information as Employing Board and/or Placement Board may reasonably request to discharge agreed Employment Responsibilities or Placement Responsibilities and ensure that it is accurate in all material aspects. 



		TPM/Deanery staff will input and maintain accurate information on Turas TPM.

		Data Sharing Agreement



Privacy Notice



Information Governance best practice

		



		Fairwarning

		PB

		The Placement Board will be responsible for dealing with any Fairwarning breaches identified through application of the Fairwarning Policy of the Placement Board. If the Doctor in Training is in a GP practice placement when a breach occurs, the Board that identified the breach will notify NES and send copies of all information relating to the breach for NES to then manage as the placement Board. 



If the Doctor in Training is in a hospital post and the issue escalates to impacting on employment, the NES Management of Employee Conduct Policy would then be followed by the placement Board. NES as the employing Board would become involved only if the case escalated to stage 3. 



		

		

		



		Duty of Candour



		PB

		The Placement Board will ensure the principles of the Duty of Candour[footnoteRef:4] are followed by all Doctors in Training. [4:  The Duty of Candour applies to the Board who is the provider of Health and/or Social Care which would therefore refer to the Health Board where the Doctor in Training is working.] 


		

		Health (Tobacco, Nicotine etc. and Care) (Scotland) Act 2016

		



		Resignation/

Termination



		PB









PB





PB









PB

		The Placement Board will acknowledge resignations in writing (ensuring trainees are reminded that if they have received a bursary this may require repayment – NES template available); activate the exit processes; notify the Employing Board payroll through submission of a termination form on Turas People, notify NES Deanery, and agree notice period with all Parties.



The Placement Board will upload any resignation documentation and exit paperwork (eg questionnaires) onto Turas People.



The Placement Board will activate the exit process for any Doctors in Training approaching their CCT date in line with the Employing Board Fixed Term Contract Policy.



When calculating final salary payments, the Placement Board will take into account any annual leave entitlement that a Doctor in Training may have outstanding on termination and ensure appropriate arrangements are put in place.



Process termination form via Turas People in line with payroll deadlines.

		

		Terms and Conditions.



Agreed information flow.



Turas reporting.



		Doctors in Training sending resignation to their Placement Board 3 months prior leaving date.



Placement Boards and Doctors in Training ensuring annual leave is taken in rotation.



NES template used by Placements to acknowledge resignation so that bursary statement can be included. 

 



		Service Quality Assurance



		PB





PB





PB







		Placement Boards will have in place a system to obtain formal customer feedback from Doctors in Training.



Placement Boards will demonstrate delivery of Employment Responsibilities against agreed Key Performance Indicators.



Placement Boards responsible for issuing exit questionnaire.



Please see Governance section.

		

		Exit questionnaire.



SMT 



iMatter



KPIs

		Doctors in Training completing exit questionnaire. 



Employing Boards using KPIs to inform continuous improvement of services provided.









ROTATIONS



		

Action 

		

		Delegated responsibility to Placement Board to deliver on behalf of Employing Board

		

Deanery Role

		

Standard

		

Dependent Upon



		Rotation Paperwork

		PB











PB

		Using Turas People, the Placement Board will raise notification of change paperwork and issue rotation placement detail letters (as confirmed by NES Deanery) including Banding Supplement (applicable to hospital placements only) to the Doctor in Training; and process to payroll.



Placement Board will receive and respond to rotation enquiries or direct to NES Deanery.





		

		Code of Practice.



Employment Placement information.



Placement Details Letter.

		NES Deanery providing programme detail.



Rotation detail confirmed by NES Deanery. 



Turas People supports NOC and placement detail workflows.





		In employment issues at point of rotation to next placement Board

		PB

		As part of the rotation process, placement Boards are required to notify the receiving placement of any ongoing/ live issues (e.g. absence, occupational health, maternity, employee relations issues). 



When a Doctor in Training is off sick or on maternity leave at the point of rotation, the agreed principle is that the next placement Board will assume management of the case unless it pertains to an ongoing issue in the originating placement Board.

		

		

		Communication across placement Boards, NES LEOG meetings will prompt this.







HEALTH & SAFETY



		

Action 

		PB/

EB

		Delegated responsibility to Placement Board to deliver on behalf of Employing Board

		

Deanery Role

		

Standard

		

Dependent Upon



		Safe Working Environment 

		PB

		The Placement Board will provide and ensure a safe working environment to look after the health, safety and wellbeing of Doctors in Training to the same extent as that if they were the Placement Board's own employees and in accordance with HDL 2001 50, CEL (2011) 13, Training Practice Agreement and PINs Guidelines. 



On the first day of the placement, the Placement Board is responsible for verifying the identity of Doctors in Training placed in their Board. 



The Placement Board should conduct risk assessments to ensure a safe working environment is provided to look after the health, safety and wellbeing of Doctors in Training to the same extent as that if they were the Placement Board's own employees.



The Placement Board shall comply with requirements to complete risk assessments in respect of Doctors in Training who are pregnant or where Equality Act is deemed to apply in respect to health/disability.

		Ensure that the working environment is conducive for a Doctor in Training as in line with the SLA. 

		In line with health and safety and other relevant legislation.



Safer Pre- and Post-Employment checks.



HDL 2001 50

CEL (2011) 13



PIN Guidelines

		Receipt of timely and accurate information from NES Deanery to the Employing Board and the Placement Board regarding the rotations of Doctors in Training.



		

		EB

























EB







EB

		The Employing Board has a number of duties as required under Health and Safety legislation. The duties relate to employees and other groups such as patients, visitors and contractors.  The Employing Board accepts that the minimum acceptable standards of health and safety are those contained in legislation.  It is the obligation of the Employing Board to meet these standards and strive for continuous improvement.  The Employing Board is responsible for all employees regardless of where they work, which will include Placement Boards.  The Employing Board is required to co-ordinate and co-operate regarding health and safety arrangements where more than one organisation or group share a workplace or visit premises.



It should be clear that the Employing Board is responsible for Doctors in Training making safety at work a priority to protect themselves, their colleagues, patients and visitors.



The Employing board requires assurance that the appropriate policies and safety procedures are in place to protect their employees when working in Placement Boards.

Key issues which must be addressed are as follows;

· Incident reporting procedures for non-clinical and clinical incidents.

· Procedures in the event of a needlestick injury.

· Processes to ensure local training is required for identified health and safety risks.

· Suitable procedures and local rules regarding Radiation Safety.

· Procedures are in place for respiratory protection face fit testing.

· Policies and procedures are in place to ensure personal safety of staff with regard to security and violence and aggression measures.

The above list is not exhaustive but covers the main areas of non-clinical risk.  Where appropriate, the relevant national PIN guidelines should apply.

		

		Health and Safety at Work Act 1974 and associated legislation.

		The Placement board providing reassurance/evidence to the Employing Board that appropriate policies and safety procedures are in place











[bookmark: _GoBack]OCCUPATIONAL HEALTH SERVICES



		

Action 

		PB/

EB

		Delegated responsibility to Placement Board to deliver on behalf of Employing Board

		

Deanery Role

		

Standard

		

Dependent upon



		Pre-employment Health Assessments

		PB





PB









EB

		The Placement Board will arrange pre-employment health assessments for all new starters.



The Placement Board is responsible for ensuring the application and recording of immunization status for all Doctors in Training is made in a timely manner. The Placement Board will ensure that any follow up appointments and recalls are made in a timely manner.



Where NES is the Placement Board for GPSTs in a practice placement, NSS will provide the Occupational Health Service.

		

		Ensure that all Doctors in Training are health cleared in line with NHS Standards, (Health Clear) and that this remains throughout their employment.



Turas People



Occupational Health Systems



		Receiving the health questionnaires in a timely manner from the Doctor in Training (via Turas People). 



Immunisation information, status and dates being provided by the Doctor in Training (via Turas People).





		In-employment Occupational Health Services



		PB











PB







PB





PB





PB









EB

		In accordance with the relevant Attendance Management Policy, Capability Policy and Maternity Leave Policy, the Occupational Health Service will ensure that Doctors in Training requiring occupational health support, recommendation and treatment are seen at the earliest available opportunity by the most appropriate OHS or related clinician.



The Placement Board will be responsible for dealing with all management referrals unless the reason for referral poses a threat to the Doctor in Training’s ability to continue the training programme.



Reasonable adjustments and requests from doctor in training for specialised equipment must be uploaded in Turas People. Details of any equipment purchased should also be uploaded.



Ensure all OH referrals and reports are uploaded to Doctor in Training’s record on Turas People.



The Placement Board will ensure that Doctors in Training can access the provision of Occupational Health services for both specialised services and vaccinations and for regular health surveillance through the agreed self-referral and management referral processes.



Any Fitness to Practise issues should be escalated to NES as the Employing Board and the Doctor in Training will be required to be seen by the Associate Dean Postgraduate Support.



		

		In fitness to practise cases this can be mandated – GMC Conditions. 



Attendance Management Policy  



Maternity Leave Policy



Turas People

		Requires the Doctor in Training to have notified the Placement Board of all sickness absences.



Requires the Doctor in Training to have notified the Placement Board of any OHS needs.



Relies on the co-operation of the Doctor in Training to attend any appointments made.





		Reasonable Adjustments

		PB

		Where a request is made by a Doctor in Training the Placement Board should consider, assess and provide any reasonable adjustments required. 

Records of any assessments and equipment purchased/provided should be kept and logged on Turas People.

Where a Doctor in Training moves to another NHS Board, the equipment provided as part of any reasonable adjustment should generally be taken with them 

(NB A pragmatic approach should be given to moving equipment to new placements -in most instances this will be in the doctor’s own vehicle).

The equipment remains the property of NHS/ NES throughout the Doctor in Training’s time with NHS.

On completion of training- if the doctor continues with NHS, the allocated reasonable adjustment equipment should go with them.

On completion of training- if the doctor leaves NHS, the allocated reasonable adjustment equipment should be ‘managed’ via the final Placement Board and this recorded.

 

		

		PIN Guidelines

		







MEDICAL EDUCATION



		

Action

		PB/

EB 

		Delegated responsibility to Placement Board to deliver on behalf of Employing Board

		Deanery Role

		

Standard

		

Dependent Upon



		Statutory and Mandatory Training



		PB

























































PB

		The Placement Board will ensure that the mandatory training requirements of the Employing Board are completed within agreed timescales and follow up noncompliance rigorously.



The modules required to be completed will depend on where the trainee is on placement – either the general practice modules OR the hospital modules.



When in general practice NES as the Placement Board will ensure the following statutory and mandatory training modules are completed:

1. Equality, Diversity and Human Rights 

2. Health, Safety and Welfare

3. Information Governance



When in hospital placements, in addition to any hospital specific/ local health and safety training, the hospital Placement Board will ensure the following statutory and mandatory training modules are completed:

1. Fire Safety 

2. Reducing Risks of Violence & Aggression

3. Manual Handling Theory

4. Public Protection - Adult Support & Protection 

5. Child Protection  

6. Standard Infection Control Precautions

7. Management of Needle sticks and Similar Injuries 

8. NES Scottish IPC Education Pathway Foundation – Prevention and Management of Occupational Exposure



Doctors in Training statutory and mandatory training records should be maintained and reported by Placement Boards using Turas People/ Learn.



		

		Staff Governance Standard – Appropriately Trained.  

		Doctors in Training completing the training. 



Escalation process in place where non-compliant. 



Turas platform can collate data on compliance and report on this by placement and employing Board.



		Training

		PB

		The Placement Board is responsible for the induction and ongoing training (Programme, Board and Local Unit) of all Doctors in Training that are engaged to provide care to the Placement Board patients. http://www.sehd.scot.nhs.uk/dl/DL(2016)12.pdf 



		

		Teaching at local induction shall be in line with NHS standards.

		Receipt of timely and accurate information from TPD/Turas People regarding doctors in training rotating to the Placement Board.



		Service Quality Assurance



		PB





PB





PB







		Placement Boards will have in place a system to obtain formal customer feedback from Doctors in Training.



Placement Boards will demonstrate delivery of Employment Responsibilities against agreed Key Performance Indicators.



Placement Boards responsible for issuing exit questionnaire.



Please see Governance section.

		

		Exit questionnaire.



SMT 



iMatter



KPIs

		Doctors in Training completing exit questionnaire. 



Employing Boards using KPIs to inform continuous improvement of services provided.









STAFF GOVERNANCE



		Action

		PB/

EB

		Delegated responsibility to Placement Board to deliver on 

behalf of Employing Board

		

Deanery Role

		

Standard

		

Dependent upon



		



		 PB

















 PB









 PB

		The Placement Board owes a duty of care to patients. Where the care is provided by the Doctor in Training acting as an agent of the Placement Board then that Board must assume responsibility for the clinical standards of care being provided, which would extend to ensuring the Doctor in Training’s induction, supervision and support on their prevailing clinical policy and standards complies to minimum standard. The Placement Board will be held accountable for the quality of clinical practice undertaken by Doctors in Training. 



The Placement Board will agree civil liability e.g. for claims – that responsibility for meeting these would be with the Placement Board - which avoids the Employment Board being sued for care provided whilst not under supervision of the Employing Board



The Placement Board will investigate, resolve and inform the Employing Board, and the Responsible Officer(s) (the NES Medical Director is the RO for all trainees. ROs in the employing and placement Boards may also be notified as detailed in the Employment Responsibilities Agreement) of any complaints whether brought by a Doctor in Training or any other person and arising out of or in connection with the placement of any Doctor in Training.

		

		National clinical Governance standards



In line with the Placement Board complaints policy and procedures.

		Placement Board agreeing to confirm civil liability and confirm they meet minimum standards



Being made aware of a complaint and the Doctor in Training complying with any investigation.  *Noting that if the Placement Board has any concerns at any time regarding a Doctor in Training not fulfilling their obligations they should notify the Employing Board and the appropriate Responsible Officer(s).









FREEDOM OF INFORMATION (FOI) REQUESTS



		

Action

		PB/

EB

		Delegated responsibility to Placement Board to deliver on behalf of Employing Board

		

Deanery Role

		

Standard

		

Dependent upon



		Board level requests



		PB











PB

		Currently each Board is legally responsible for responding to FOIs relating to their workforce and the move to regional employer will not change this position.  Where FOIs are received by a board relating to specific specialties and/or sites this information will remain available via Turas.



Where the Employing Board receives a request for information on trainees in the Placement Board the requestor will be redirected to those boards for response.





 

		Request relating to trainee recruitment

Whilst NHS Boards are closely involved in the administrative aspects of medical trainee recruitment on behalf of NES Deanery, the Deanery remains the lead for responding to FOIs in relation to trainee recruitment and areas such as programme fill rates.

		Freedom of Information (FoI) Act, 2005

		



		Regional level requests



		EB

		Where the Employing Board receives any requests asking for numbers across the region the Employing Board will reply on behalf of the region.  The information will however be sent on to the named Placement Board FOI lead for review.

		

		

		







PAYROLL



		

Action 

		PB/

EB

		

Action for NES as the Employing Board

		

Deanery Role

		

Standard

		

Dependent Upon



		Pay Forms

		



PB





















		Have an appropriate payroll system, to ensure all Doctors in Training are paid on time in accordance with agreed timetables, including the issuing of accurate pay slips and any HMRC documents and in line with Scottish Government terms and conditions circulars.





		

		

Ensure payments are received on the next available   pay   date, and no later than two months of receipt, in   line   with   the   Employing Board Payroll deadlines. Estimated payments will be processed for New Starts in cases where paperwork has missed the normal payroll cut-off point.

  

		

Notification of pay band supplements or work schedule being received from the Placement Board.



Doctors in Training supplying required documentation to have salary assessed correctly.



Receipt of confirmation of salary and Terms and Conditions from previous employer.



		Employer Contributions

		

		Have appropriate systems in place to ensure the necessary deductions and employer contributions are paid in relation to SPPA, Income Tax, National Insurance contributions and any salary sacrifice or other deductions. 



		

		Processed in next available monthly Payroll.

		Notifications of Opt Outs and Salary sacrifice schemes are received in line with Payroll cut-off dates.





		Maintaining Sickness Records

		PB

		Maintain sickness records and ensure all payments are in accordance with occupational and statutory sick pay rules.



		

		Processed in next available monthly Payroll.

		Notification of sickness absence received from the Placement Board.



		Family Friendly Pay Schemes

		PB

		Maintain necessary maternity, adoption, paternity, parental pay records to ensure compliance with occupational and statutory maternity, adoption, paternity, parental pay scheme rules;

		

		Processed in next available monthly Payroll.

		Notification of intention received from the Doctor in Training and provision of relevant paperwork from Placement Board.



		Control Measures

		PB/

EB

		Have sufficient controls in place to mitigate against the risk of overpayment or underpayment of salaries. 



Ensure these controls are subject to audit through their own internal and external audit requirements.



		

		Internal processes for approving payments within the Employing Board & Placement Board are regularly reviewed.



Payroll forms part of Internal Audit Risk plan.



		Accurate and timely information input onto Turas People and communicated to both the Placement and Employing Board by NES in relation to rota changes. 



Timely communication between the Placement and Employing Board in relation to all other changes which would impact on pay.





		Doctors in Training Queries

		PB/

EB

		Provide payroll support to respond to Doctors in Training payroll related queries.



		

		Doctors in Training are provided with contact details to deal with queries.

		Information provided by Placement board to enable the query to be investigated appropriately.





		Historic Records

		EB

		Preserve historical records of Doctors in Training who have left in line with workforce/ payroll department timescales and according to statutory requirements.



		

		Record retention policies in line with Statutory requirements.



		



		Unpaid Leave

		PB

		Maintain required records of any necessary unpaid leave.



		

		Record within SSTS to ensure record is retained.



		Information provided by Placement Board 



		Expense Claims

		PB













		Ensure that all claim forms processed comply with relevant Expenses Policy and guidance.



Pay to Doctor in Training all approved removal expenses, including excess travel. 



Pay to the Doctor in Training all appropriate travel expenses (business mileage) and additional duty claims for work performed with the Placement Board subject to notification and approval from the Placement Board. 



It has been agreed that claims for expenses and additional duty hours worked before 01/08/2018 will be the responsibility of the current employer so closed records will need to be re-opened after July to process these payments. 





		

		Expenses should be paid within three months of the claim being received.



Ensure that recharges in respect of removals/travel expenses are actioned within three months of payment to the Doctor in Training. 



Policy.



Payroll Standards Operations Procedure.

		Doctors in Training submitting claim forms and evidence as required, with authorisation from Placement Board/ NES, within processing deadlines.



		Extra Duties

		PB

		The Placement Board will report to the Employing Board payroll all extra duties worked by a Doctor in Training in the Placement Board on a monthly basis where staff bank arrangements are not used.

		

		In line with payroll deadlines. 

		Subject to the Doctor in Training submitting an authorised claim form in line with the payroll deadlines. 



		Injury Benefits

		

		Calculate industrial injury benefits as necessary 



		

		

		Information from the Placement Board.



		Overpayments

		PB/

EB





		Calculate and recover any overpayments as necessary.



In the event of an overpayment, the Employing Board will seek to make full recovery from the Doctor in Training. However, in the unlikely event that full recovery is not possible the following will apply:



· Where the overpayment is caused by the Employing Board failing to act reasonably on information supplied by the Placement Board, this will result in any financial consequences being met by the Employing Board.



· If the error is caused by the Placement Board then the Placement Board will meet the financial consequences.



		

		In line with SFIs.

		Receiving timely and accurate information from the Placement Board and NES.



		Incremental Progression and Pay Awards

		EB/

PB/

National

Payroll

Group

		Inflating basic pay records for incremental progression and pay awards including the calculation of arrears. 



Pay Award



It will be the responsibility of the Placement Boards to calculate any pay award arrears due for the period.

It will then be the responsibility of the Placement Boards to provide the Lead Employer l with the amount due to be paid to each individual, along with their National Insurance number. 



It will be the responsibility of the Employing Board to then pay the arrears notified under the individuals current payroll number, and arrange the cross charging of amounts back to the placement boards.

		

		SFI’s

		The Placement Board providing the Employing Board with the amount due to be paid to each individual, along with their National Insurance number. 

Employing Board paying the arrears and arranging the cross charging back to Placement Boards



		P60

		EB

		Provide an annual P60 form (& P11d where applicable) in accordance with Her Majesty’s Revenue and Customs regulations. 



		

		SFI’s

		



		P45

		EB

		Complete P45 for leavers and forward to Doctors in Training together with final payslip.

		

		

		



		Service History

		EB

		Provide Responsible Officer and other appropriate organisations with service history for Doctors in Training who have taken up a new NHS post. 



		

		

		



		Study Leave Claims

		PB/

EB

		Study leave and related expense claims made by the Doctors in Training will be subject to prior approval by the Placement Board and Postgraduate Dean (or authorised personnel) and if so approved will be disbursed to the doctors in training by the Employing Board through the payroll system, in line with Placement Board Finance’s roles & responsibilities.



		

		In line with Payroll Standard Operations Procedure.

		Information and authorisation from the Placement board and NES Deanery.



		SPPA

		EB

		Process deductions and provide returns to SPPA in relation to Pension services.



		

		SPPA

		



		Mess Subscriptions/ Car Parking Fees

		PB

		If so requested by the Placement Board, the Employing Board will endeavour to recover from a Doctor in Training any such sums in relation to cost of lodging and mess subscriptions and/or car parking fees due to the Placement Board, subject to the Placement Board first providing written authorisation from the Doctor in Training, and sufficient funds being available in the Doctor in Training’s pay.

		

		In line with Payroll Standard Operations Procedure.

		Receiving timely and accurate information from the Placement Board.



		Salary Placement

		EB

		Confirm via previous payslip/ transfer certificate/ with previous employer(s) details of previous employment in order to establish the correct salary, taking into consideration protection issues.

		

		As per Terms and Conditions Circulars.

		Dependent upon the Trainee returning documentation.







FINANCE



		

Action

		

		

Action for NES as the Employing Board

		

Deanery Role

		

Standard

		

Dependent upon



		Recharges

		EB

		The Employing board will use the Payment on Behalf process to recharge the Placement Board for the full payroll Gross Charge in relation to the Trainees currently on rotation within the placement board. The charge will include payroll allowances or deductions which relate to the trainees e.g. travel expenses. 

		

		By the 1st working day of the month following payroll



		Timely and accurate information on rotation/placement details being received from NES.





		Backup for Charges and Responses to Queries

		EB

		The Employing board will provide available backup for all charges in relation to the Trainees to ensure that the Placement Board can agree the Payment on Behalf charges. This will include a standard payroll report as well as allowances and deductions information. The Employing Board will respond to any Placement Board queries that may arise in a timely manner.

		

		In line with Payroll deadlines. No later than the end of the calendar month.

		



		Banding Supplements

		PB

		The Placement Board will notify the Employing Board of any banding supplements to be applied and provide timely notification of amendments to the banding. Where backdated excess banding payments are due these will be charged to the placement board at the point at which the arrears payments are made.

		

		In line with Payroll deadlines.

		Timely submission of instructions from Placement Board.



		Additional Payments

		EB

		In circumstances where a Medical Bank arrangement is not operated in the Placement Board, the Employing Board will process additional payments to the DiT and include the costs on the Payment on Behalf.

		

		

		Timely submission of instructions from Placement Board.



		Regular Meetings

		PB/

EB

		The Employing board will meet with the placement boards at regular intervals to discuss any issues arising from the lead employer arrangements.

		

		Monthly at first then quarterly thereafter

		



		Disputed Charges

		PB

		Any disputed charges should be notified to the employing board promptly following the period to which the charges relate. Clarification of any areas of dispute should be resolved within the month following the period to which the charges relate. Any disputes not resolved within a 3 month period will be escalated to NES for mediation.

		

		Within 20 working days

		



		Training Grade Contribution

		PB/

Deanery

		NES will continue to fund the Placement board with the Training Grade Contribution in accordance with agreed training programme financial arrangements.  

		

		Monthly

		Accurate and timely data being held on Turas.







4      System



4.1    	Turas People

	

	Employer Board and Placement Board to access Turas People in processing the following actions:

	

· Offer Letter

· Pre- Employment checks

· Contract

· Placement Details Letter

· Personal Information

· Mortgage Requests

· Pay Forms

· Absence Monitoring

· Maternity 

· Employee Relations

· Reporting on doctors in training



4.2        SSTS   



Placement Board to have external user access to NHS Education for Scotland’s SSTS to record and manage Doctors in Training leave and sickness absence where possible. Where Placement Board does not use SSTS, trainee absence should be recorded on Turas People. 



4.3        Turas Hub



Placement Board to access Employing Board (NHS Education for Scotland) Policies & Procedures via Turas Hub (https://hub.nes.digital/nes-policies/). 



4.4	Power BI



Employing and Placement Board to use dashboards in monitoring workforce trends and data, such as Mandatory Training, Sickness Absence and Workforce indicators.



5	Service Quality Assurance

Regular analysis and reports will be produced by measuring key performance indicators, as shown in the table below:









This information will be used to monitor the delivery, quality and performance of the Shared Services Lead Employer Model to ensure that the service provided is of a high quality, effective and customer focused.  The reports will also indicate any trends and demand patterns to help identify potential improvement and developmental needs of the model.





APPENDIX A



POLICY SCHEDULE - POLICIES, PROCEDURES AND GUIDELINES FOR DOCTORS IN TRAINING 



These are in addition to GMC Standards, other regulatory standards, the Gold Guide: A Reference Guide for Postgraduate Specialty Training in the UK/ the Purple Guide: A Guide to Foundation Training in Scotland and educational governance responsibilities set out in the SLA.



		

Ref.

		

Policy/Procedure/Guidelines 

		

Policy Author 



		1. 

		

Management of Attendance

		

NES Policy 



		2. 

		

Grievances and Disputes

		

NES Policy



		3. 

		

Removals/Excess Travel Expenses

		

NES Policy



		4. 

		

Management of Doctors in Difficulty 

		

National Policy (Employing Board)



		5. 

		Recruitment and Selection

		NES Policy



		6. 

		

Bullying and Harassment

		The Policy of the Board that employs the alleged perpetrator is followed.



		7. 

		

Disciplinary

		

NES Policy



		8. 

		

Substance Misuse

		

NES Policy



		9. 

		

New starter information for doctor in training

		

National Guidance



		10. 

		

Interview Expenses

		

NES Policy



		11. 

		

Banding Appeals Procedure

		

National Policy



		12. 


		

Family Friendly Polices 

		

NES Policy



		13. 

		

Maternity and Paternity Leave Policy

		

NES Policy



		14. 

		

Parental Leave Policy 

		

NES Policy



		15. 

		

Whistleblowing

		

NES Policy



		16. 

		

Serious Untoward Incidents

		

Placement Board



		17. 

		

Equal Opportunities

		

Placement Board



		18. 

		

Annual Leave Guidelines

		Placement Board (requesting leave)

Employing Board (reporting and monitoring leave)



		19. 

		Appointing Locum Appointments for Training (LAT) Policy

		

National Policy



		20. 

		

Data Sharing Agreement

		

National Policy 



		21. 

		

Information Governance Policy

		

Placement Board 



		22. 

		

Health and Safety Policy

		

Placement Board



		23. 

		http://www.nes.scot.nhs.uk/privacy-and-data-protection.aspx 

		

NES 





Note: The above list is not exhaustive and is expected to change during this Agreement, in accordance with changing contractual requirements. 


Appendix B
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Once for Scotland 
On Boarding





Evidence financial efficiency savings (reduced PVG costs, OH, administration) 





Evidence improved consistency and information sharing via metrics and employee relations reporting through system.





Attraction





Monitor recruitment and retention data.





Improved trainee employment experience





Monitor feedback through existing questionnaires (trainee surveys, exit questionnaires, iMatter).





Monitor maternity and sickness absence for reduced complexity and therefore less administration time.





Improved monitoring of employee relations issues demonstrated through tracking on system (TURAS).





Reduction in tax code issues - monitor feedback from trainees.





Sharing Information (maternity, absence, performance, payroll)
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[bookmark: _Toc509931295]1 Parties, Scope and Purpose   

[bookmark: _Toc509931296]Name and details of the parties who agree to share information



		Legal name of parties to DSA



		NHS Education for Scotland 



		NHS Ayrshire and Arran



		NHS Borders



		NHS Fife



		NHS Forth Valley



		NHS Grampian



		NHS Greater Glasgow and Clyde



		NHS Highland



		NHS Lanarkshire



		NHS Lothian



		NHS Tayside



		NHS Dumfries and Galloway



		NHS Orkney



		NHS Shetland



		NHS Western Isles



		Golden Jubilee



		Common Services Agency commonly known as National Services Scotland





[bookmark: _Toc509931297]Business and legislative drivers. 

Purpose of the information sharing



		Purpose description

		Primary or secondary purpose



		The purpose of processing this information is to support the aims of shared services as part of the National Health and Social Care Delivery Plan (2016) and the National Health and Social Care Workforce Plan. This is to provide guidance for NHS Scotland Boards to better align services, share core services and to provide improved efficiency and quality for employees and patients.

Part of this work it is to take forward the actions of the shared services agenda which are to:

· Transform the way support services are delivered by integrating services across Boundaries;

· To support a programme to enhance the employment and training experiences for Doctors and Dentists in training (DDiT).

Turas People will process data in order to support the above strategy and will use it to:

· Provide DDiTs with the optimum continuity of employment; 

· Ensure consistent application of processes across NHS Scotland;

· To minimise duplication of processing (particularly on boarding) throughout rotations for clinical placements;

· Promote continuity and consistency in payroll arrangements;

· Ensure access to appropriate high-quality training experiences;

Effective information sharing between Boards and the management and performance of trainees DDiT.

		Primary







		Indicate how the data controllers will decide upon changes in the purposes of the sharing

		Jointly or independently



		

		Jointly







Legal basis for the processing and constraints  



		If sharing personal data:



		Under the General Data Protection Regulations:



		6(1)(b) – processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract; or



6(1)(e) – processing is necessary for the performance of a task carried out in the public interest or in the exercise of official authority vested in the controller.

		9(2)(a) – Explicit consent of the data subject, unless reliance on consent is prohibited by EU or Member State law; or



9(2)(b) – processing is necessary for carrying out obligations under employment, social security or social protection law, or a collective agreement.







[bookmark: _Toc509931298]Description of the information to be shared



		Data category 

		Data Controller status

		PD* / SPD*



		STAFF ENGAGEMENT DATA:

		

		



		Title

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Given Name

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Surname

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Date of Birth

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		NdpUserID

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Known As 

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Middle Names

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Previous Surname

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Telephone Number

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		National Insurance Number

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Next of Kin Given Name

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Next of Kin Surname

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Next of Kin Relationship

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Next of Kin Telephone Number

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Emergency Contact Given Name

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Emergency Contact Surname

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Emergency Contact Relationship

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Emergency Contact Telephone Number

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Bank Name

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Bank Sort Code

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Bank Account Number

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		NHS Pension

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Non NHS Employment 

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Non NHS Employment Weekly Hours

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Non NHS Employer Name

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Bank Address

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Contact Address

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Emergency Contact Address 

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Gender 

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Ethnic Origin

		Data Controller – Employing and Placement NHS Scotland Boards

		SCD



		Sexual Orientation 

		Data Controller – Employing and Placement NHS Scotland Boards

		SCD



		Religion

		Data Controller – Employing and Placement NHS Scotland Boards

		SCD



		Marital Status

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Transgender

		Data Controller – Employing and Placement NHS Scotland Boards

		SCD



		Disability

		Data Controller – Employing and Placement NHS Scotland Boards

		SCD



		Work Permit Expiry

		Data Controller – Employing and Placement NHS Scotland Boards

		SCD



		Residency Status Expiry

		Data Controller – Employing and Placement NHS Scotland Boards

		SCD



		Services Member

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Public Body Member

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Registration Body

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Registration Number

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Registration Type

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Registration Renewal Date

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Is UK EU EEA National

		Data Controller – Employing and Placement NHS Scotland Boards

		SCD



		Visa Entitlement

		Data Controller – Employing and Placement NHS Scotland Boards

		SCD



		Visa Expiry Date

		Data Controller – Employing and Placement NHS Scotland Boards

		SCD



		Requires Tier2 Visa

		Data Controller – Employing and Placement NHS Scotland Boards

		SCD



		Nationality 

		Data Controller – Employing and Placement NHS Scotland Boards

		SCD



		Student Load Not Fully repaid

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Repaying Directly to SLC

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Student Load Type 

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Finished Studies Before Last April

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Starter Checklist Employee Statement

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Drivers Licence Declaration

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Maintain Medical Defence Organisation Declaration

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Convicted of Criminal Offence

		Data Controller – Employing and Placement NHS Scotland Boards

		SCD



		Criminal Offence Details 

		Data Controller – Employing and Placement NHS Scotland Boards

		SCD



		Subject of Fitness to Practice Proceedings

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Fitness to Practice Proceedings Details

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Data Consent Declaration

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Qualifications

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Previous NHS Service

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Copy of Passport

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Payslip Upload

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		P45 Upload

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		OCCUPATIONAL HEALTH DATA:

		

		



		For each of the Disease Immunisations – Response – True/False and Dates

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		For each of Health History questions – Response – True/False and Notes 

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Family Doctor Name

		Data Controller – Employing and Boards Occupational Health Teams

		PD



		Family Doctor Address

		Data Controller – Employing and Boards Occupational Health Teams

		PD



		Family Doctor Telephone Number 

		Data Controller – Employing and Boards Occupational Health Teams

		PD



		Recent Sickness Periods

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Work Affecting Illness

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Work Affecting Illness Notes

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Work Adjustments Required

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Work Adjustments Required Notes 

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Ongoing Treatments 

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Ongoing Treatments Notes

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Alcohol Dependency 

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Drug Dependency

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Skin Problems

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Alcohol Drug Skin Notes 

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Health Issues for Discussion

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Performing EPP

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Working in Tissue Retrieval 

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Requested Blood Borne Virus Testing

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Abnormal Chest X-ray

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		BCG Vaccination

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		BCG Vaccine

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Chest X-ray 

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Chicken Pox Antibodies

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Diphtheria Whooping Cough

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Fever

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Had Chickenpox

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Hepatitis B Antibody 

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Hepatitis B Surface Antigen

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Hepatitis B Vaccination

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Hepatitis C Antibody

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		HIV Antibody

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Interferon Gamma

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Mantoux

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Mumps

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Night Sweats

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Persistent Productive Cough

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Recently Outside UK

		Data Controller – Employing and Boards Occupational Health Teams

		PD



		TB Contact

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		TB Diagnosis

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		TB Skin Test 

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		T Spot Test

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Unexplained Weight Loss

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		Consent Given 

		Data Controller – Employing and Boards Occupational Health Teams

		PD



		Employment History

		Data Controller – Employing and Boards Occupational Health Teams

		



		Job Title 

		Data Controller – Employing and Boards Occupational Health Teams

		PD



		Employer Name

		Data Controller – Employing and Boards Occupational Health Teams

		PD



		From - To

		Data Controller – Employing and Boards Occupational Health Teams

		PD



		Notes 

		Data Controller – Employing and Boards Occupational Health Teams

		PD



		Upload of multiple files with proof of immunisation

		Data Controller – Employing and Boards Occupational Health Teams

		SCD



		OUTCOME OF OH REVIEW:

		

		



		Cleared / not cleared for work

		Data Controller – Employing Boards Medical Staffing Team and HR Team with level 1 and 2 access

		PD



		Adjustments detail

		Data Controller – Employing Boards Medical Staffing Team and HR Team with level 1 and 2 access

		SCD



		Training Programme Information

		Data Controller – Employing Boards Medical Staffing Team and HR Team with level 1 and 2 access

		



		Programme (whole programme)

		Data Controller – Employing Boards Medical Staffing Team and HR Team with level 1 and 2 access

		PD



		Parent Education Provider (current and next)

		Data Controller – Employing Boards Medical Staffing Team and HR Team with level 1 and 2 access

		PD



		Programme Duration

		Data Controller – Employing Boards Medical Staffing Team and HR Team with level 1 and 2 access

		PD



		Grade

		Data Controller – Employing Boards Medical Staffing Team and HR Team with level 1 and 2 access

		PD



		Specialty (current and next)

		Data Controller – Employing Boards Medical Staffing Team and HR Team with level 1 and 2 access

		PD



		Reported sickness absence from SSTS (days/hours lost)

		Data Controller – Employing Boards Medical Staffing Team and HR Team with level 1 and 2 access

		SCD



		PAYROLL DATA:

		

		



		Title

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Name

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Surname

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Date of Birth

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Unique ID 

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		GMC Number

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Tax Code

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Pay Number

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Pay Band

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Pay Point

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Incremental Date

		Data Controller – Employing and Placement NHS Scotland Boards

		PD



		Employer Code 

		Data Controller – Employing and Placement NHS Scotland Boards

		PD





(*) PD – Personal Data 

(*)  SCD – Special Category Data

The parties agree this is the minimum amount of data needed to properly fulfil the purposes of this agreement.

[bookmark: _Toc509931299]Description and manner of information sharing

[bookmark: _Toc509931300]Data flows 

The Turas platform consists of a set of databases and web applications hosted in Azure that communicate and share data via web apis. 

The 3 databases used by Turas People are:

· Turas TPM

· Oriel

· SWISS

The Turas People system will also receive data from three sources 

· Turas TPM– receives employee and employment information

· Oriel – on boarding and recruitment information

· SWISS – receives employee and employment information 

The links between these data stores are shown below:

[image: ]



[bookmark: _Toc509931301]Data sources

SWISS

A weekly delta of changes to employee records will be sent to the Turas platform and will update the workforce database. There will be no flow in the other direction, so the Turas platform will simply maintain its data depending on changes in SWISS. 



These records will not be editable by any user, so will rely on updates to come from SWISS. Any employees not imported from SWISS will be added manually by the health board admins and will be editable. 



To allow placement boards to identify those training who should be terminated from placement boards payroll systems in July 2018, a report of trainee payroll numbers and NI numbers will be extracted from SWISS.  The trainee payroll numbers data will be shared and combined with Turas People data to advise placement boards payroll teams of who should be terminated as of July 2018.

Turas TPM and Oriel

Active trainees and their pre-employment training records will be populated by Turas TPM and Oriel.

A daily download of changes to trainee records will be sent to the Turas TPM platform and will update Turas People.  There will be no flow in the other direction, so the Turas People platform will simply maintain the data depending on changes in Turas TPM.

GMC

Active trainees and details of GMC number or GMC information that relates to an individual will be flagged for the use of pre-employment or in employment purposes.  This upload will be undertaken every 24 hours.

Core

The core database holds information about the users Azure account – basically the users credentials used to log in to the platform. It also allows a user to update their personal details, some of which will not be relevant to Turas People users. The details held in Core includes:



User

· Title

· Given Name

· Surname

· Middle Name

· Primary Email Address

· Secondary Email Address

· Address details

· Main health board

· Security information controlling what they have access to on the Turas platform



[bookmark: _Toc509931303]How data/information is to be accessed, processed and used



		Data use description

		Associated work instructions, policy or procedure (if applicable)



		Staff Engagement Data

		All data on Turas People is only accessed and shared within the system.  Access to the system is based on individual roles.



Policies/Procedures/Guidelines for Employment and Placement Boards:

· Staff Governance Standard

· Board local policies on Information Governance and Security 

· Employment Responsibilities Agreement

· Management of Attendance

· Grievances and Disputes

· Removals/Excess Travel Expenses

· Management of Doctors in Difficulty

· Recruitment and Selection

· Bullying and Harassment

· Disciplinary

· Substance Misuse

· New starter information for doctor in training

· Interview Expenses

· Banding Appeals Procedure

· Family Friendly Policies

· Maternity and Paternity Leave Policy

· Parental Leave Policy

· Whistleblowing

· Serious Untoward Incidents

· Equal Opportunities

· Annual Leave Guidelines

· Ad Hoc Requests from Doctor in training for Specialised Equipment

· Appointing Locum Appointments for Training (LAT) Policy



		Occupational Health Data

		



		Occupational Health Outcome Data

		



		Payroll Data

		Payroll data will be shared via encrypted email transmission.  Employing boards will have specific agreements in place with placement boards detailing local conditions and obligations.







[bookmark: _Toc509931304]Impact assessments and preparatory work

Data Protection Impact Assessment has been prepared by NHS Education for Turas People.  This is available on request.

[bookmark: _Toc509931305]Actions and countermeasures agreed from the impact assessment and preparatory work.

All NES staff trained in mandatory Information Governance training, Safe Information Handling.



The appropriate actions and countermeasures will be put in place, as identified by Data Protection Impact Assessment and the Information Risk Assessment. 

[bookmark: _Toc509931306]Fair processing

[bookmark: _Toc509931307]List of relevant Fair Processing Notice(s)

· A Turas People Privacy Notice is available for all trainees.   

· All staff have been aware of the sharing of data as part of the trainees employment contract.



[bookmark: _Toc509931308]Impact on people interests



		Impact description

		 Control measure



		Information will only be shared for the purposes of staff engagement and the completion of pre-employment occupational health forms.

		· Changes in processing will be negotiated and agreed by both the health board data controller and the data processor and reflected in the DSA and communicated to data subjects.



		Information will only be shared for the purposes of administering appropriate and necessary employment activities throughout the trainee’s employment contract

		· 



		Information will only be shared for the purposes of providing the necessary data to allow the administration of the employing boards payroll function

		· 





[bookmark: _Toc509931309]

Consent decisions



Consent will not be obtained by NES as the collection of data constitutes career, personal and professional development under existing employment contracts.

· [bookmark: _Hlk505954928]For the purposes of this data sharing agreement consent will only be required from data subjects in regard to the sharing of occupational health data undertaken by employment boards occupational health teams.

· Section 1.2.2 of the DSA details the legal basis for the Boards to share employee’s personal information without obtaining their consent.

· If there is a significant change in the use of information compared to that which had previously been agreed/explained, or a change in the relationship between Health Boards, then consent will be sought through the appropriate governance committee.



[bookmark: _Toc509931310]Accuracy of the information

[bookmark: _Toc509931311]Agreed steps to ensure the accuracy of any data shared.

· Everyone sharing data under this agreement is responsible for the quality of the data they are sharing.

· Before sharing data, offices will check that the information being shared is accurate and up to date to the best of their knowledge.  If special category data is being shared which could harm the data subject if it was inaccurate, then particular care must be taken.

· Where a ‘dataset’ is being shared (i.e. structured data), it will be accompanied by a table providing definitions of the data fields.



[bookmark: _Toc509931312]Agreed arrangements for any challenges to the accuracy of information

· If a complaint is received about the accuracy of personal data which affects datasets shared with partners in this agreement, an updated replacement dataset will be communicated to the partners.  The partners will replace the out of date data with the revised data.

· Partners are independently responsible for ensuring processes are in place to allow individuals to challenge the accuracy of information.



[bookmark: _Toc509931313]Data retention

[bookmark: _Toc509931314]Retention periods and purpose.

· Partners to this agreement undertake that information shared under the agreement will only be used for the specific purpose for which it was shared, in line with this agreement.  It must not be shared for any other purpose outside of this agreement.

· In each case, the originating organisation remains the primary information owner and record keeper for the information that is shared.  

· The retention period for the information shared will be in line with local Board policies and procedures and the NHS Scotland Code of Practice for Records Management.

· The recipient will not release the information to any third party without obtaining the express written authority of the partner who provided the information.



[bookmark: _Toc509931315]Secure disposal of information

· The following destruction processes will be used when the information is no longer required:

· Confidentially and securely destroyed in line with local Board’s policies and procedures.

· Electronic files will be data cleansed on an annual basis in line with local Board’s policies and procedures; During the annual data cleansing process information held will be audited and deleted if no longer required to maintain EUGDPR compliance.

· Microsoft uses best practice procedures and a wiping solution that is NIST 800-88 (National Institute of Standards & Technology Special Publication 800-88, Guidelines for Media Sanitization) compliant. The appropriate means of disposal is determined by the asset type. Records of the destruction are retained and audited through the ISO process. All Windows Azure services utilize approved media storage and disposal management services.





[bookmark: _Toc509931316]The rights of individuals

[bookmark: _Toc509931317]Subject access request, FOIs and Objection to processing



Under the Data Protection Act 1998 a data subject (or authorised individuals acting on their behalf) has the right to make a Subject Access Request and to receive a copy of the personal data relating to them which is processed by an organisation. Dealing with such requests is the responsibility of each individual data controller. Communication must take place speedily to ensure the request is processed within the statutory 40 calendar day time period (under GDPR this is reduced to one calendar month).



Freedom of Information (Scotland) Act – Information Requests



All the Parties are Scottish public authorities for purposes of the Freedom of Information (Scotland) Act 2002 and must respond to any request for recorded information made to them in a permanent form (such as letter or email). This would include an obligation to respond to requests about information sharing practices and procedures such as the arrangements under this Protocol. It should be noted that the actual personal information exchanged between the Parties will, in almost every case, itself be exempt from disclosure under the freedom of information legislation. 

Any request for information submitted to either organisation will be processed under the organisations existing FOISA handling procedures, passing up through the organisations internal review process where appropriate.



[bookmark: _Toc509931318]Art. 15 GDPR Right of access by the data subject

1. The data subject shall have the right to obtain from the controller confirmation as to whether or not personal data concerning him or her are being processed, and, where that is the case, access to the personal data and the following information: 

1. the purposes of the processing;

2. the categories of personal data concerned;

3. the recipients or categories of recipient to whom the personal data have been or will be disclosed, in particular recipients in third countries or international organisations;

4. where possible, the envisaged period for which the personal data will be stored, or, if not possible, the criteria used to determine that period;

5. the existence of the right to request from the controller rectification or erasure of personal data or restriction of processing of personal data concerning the data subject or to object to such processing;

6. the right to lodge a complaint with a supervisory authority;

7. where the personal data are not collected from the data subject, any available information as to their source;

8. the existence of automated decision-making, including profiling, referred to in Article 22(1) and (4) and, at least in those cases, meaningful information about the logic involved, as well as the significance and the envisaged consequences of such processing for the data subject.

2. Where personal data are transferred to a third country or to an international organisation, the data subject shall have the right to be informed of the appropriate safeguards pursuant to Article 46 relating to the transfer.

3. The controller shall provide a copy of the personal data undergoing processing. For any further copies requested by the data subject, the controller may charge a reasonable fee based on administrative costs. Where the data subject makes the request by electronic means, and unless otherwise requested by the data subject, the information shall be provided in a commonly used electronic form.

4. The right to obtain a copy referred to in paragraph 3 shall not adversely affect the rights and freedoms of others.



[bookmark: _Toc509931319]Art. 16 GDPR Right to rectification

The data subject shall have the right to obtain from the controller without undue delay the rectification of inaccurate personal data concerning him or her. Taking into account the purposes of the processing, the data subject shall have the right to have incomplete personal data completed, including by means of providing a supplementary statement.



         Art. 18 GDPR – Right to restrict processing

1. The data subject shall have the right to obtain from the controller restriction of processing where one of the following applies: 

a. the accuracy of the personal data is contested by the data subject, for a period enabling the controller to verify the accuracy of the personal data;

b. the processing is unlawful, and the data subject opposes the erasure of the personal data and requests the restriction of their use instead;

c. the controller no longer needs the personal data for the purposes of the processing, but they are required by the data subject for the establishment, exercise or defence of legal claims;

d. the data subject has objected to processing pursuant to Article 21(1) pending the verification whether the legitimate grounds of the controller override those of the data subject.

2. Where processing has been restricted under paragraph 1, such personal data shall, with the exception of storage, only be processed with the data subject's consent or for the establishment, exercise or defence of legal claims or for the protection of the rights of another natural or legal person or for reasons of important public interest of the Union or of a Member State. 

3. A data subject who has obtained restriction of processing pursuant to paragraph 1 shall be informed by the controller before the restriction of processing is lifted.


Art. 21 GDPR Right to object

1. The data subject shall have the right to object, on grounds relating to his or her particular situation, at any time to processing of personal data concerning him or her which is based on point (e) or (f) of Article 6(1), including profiling based on those provisions. The controller shall no longer process the personal data unless the controller demonstrates compelling legitimate grounds for the processing which override the interests, rights and freedoms of the data subject or for the establishment, exercise or defense of legal claims.

2. Where personal data are processed for direct marketing purposes, the data subject shall have the right to object at any time to processing of personal data concerning him or her for such marketing, which includes profiling to the extent that it is related to such direct marketing.

3. Where the data subject objects to processing for direct marketing purposes, the personal data shall no longer be processed for such purposes.

4. At the latest at the time of the first communication with the data subject, the right referred to in paragraphs 1 and 2 shall be explicitly brought to the attention of the data subject and shall be presented clearly and separately from any other information.

5. In the context of the use of information society services, and notwithstanding Directive 2002/58/EC, the data subject may exercise his or her right to object by automated means using technical specifications.

6. Where personal data are processed for scientific or historical research purposes or statistical purposes pursuant to Article 89(1), the data subject, on grounds relating to his or her particular situation, shall have the right to object to processing of personal data concerning him or her, unless the processing is necessary for the performance of a task carried out for reasons of public interest.



[bookmark: _Toc509931320]Direct Marketing

 Direct marketing is not involved in this agreement. 

[bookmark: _Toc509931321]Automated decisions

[bookmark: _Toc509931322]No automated decisions are involved in this agreement – in the context of this agreement, “Automated decisions” refer to decisions made using shared information with no human intervention.



[bookmark: _Toc509931323]Security 

· [bookmark: _Toc509931324]Only authorised individuals can access, alter, disclose or destroy data. This is achieved through the following work instructions, policies and procedures : NES Information Security Policy, NES Information Governance Policy - both policies available on request.

· [bookmark: _Toc509931325]Authorised individuals act only within the scope of their authority. This is achieved through the following work instructions, policies and procedures : NES Information Security Policy, NES Information Governance Policy – both policies available on request.

· [bookmark: _Toc509931326]If personal data is accidentally lost, altered or destroyed, it can be recovered to prevent any damage or distress to the individuals concerned. This is achieved through the following work instructions, policies and procedures: NES Information Security Policy, NES Information Governance Policy – both policies available on request.

· [bookmark: _Toc509931327]Breaches of security leading to Accidental, Unlawful destruction, Loss, Alteration, Unauthorised disclosure of Or access to ...personal data transmitted, stored, or otherwise processed must be reported within 72 hours of the breach being identified in line with each partner organisations’ incident reporting procedures and EU GDPR regulations

· [bookmark: _Toc509931328]Significant data breaches involving personal information provided by partners under this DSA should be notified to the partner that originally provided the information.

· [bookmark: _Toc509931329]All signatories must have appropriate technical and organisational measures in place to ensure that any personal data shared between partners is handled and processed in accordance with the requirements of the Data Protection Act 2018, EU GDPR, and Privacy and Electronic Communication Regulations (PECR). 

 

		The security controls applicable by each organisation will be:



		

		Jointly agreed between the parties



		

		x

		Independently decided by each party

















[bookmark: _Toc509931330]International transfers of personal data



		Personal data shared in line with this agreement will be transferred to

		

		EEA countries only



		

		

		Out with EEA



		

		x

		Will not be transferred outside the UK







[bookmark: _Toc509931331]List of countries where the data will be transferred to (if applicable).

N/A

[bookmark: _Toc509931332]Reasons for transferring personal data outside the UK.

N/A

[bookmark: _Toc509931333]Exceptions



		x

		Consent



		

		Contract performance or it is in the interest of the individual



		x

		Substantial public interest



		

		Vital interests



		x

		Public registers



		x

		Legal proceedings or advice







[bookmark: _Toc509931334]Implementation of the data sharing agreement

[bookmark: _Toc509931335]Dates when information sharing commences/ends

· Will effect from April 2018.

[bookmark: _Toc509931336]Training and communications

· All NHSS staff must complete mandatory safe information handling training via Learnpro or equivalent via local Health Board training packages.

· NES staff adhere to NHS Education for Scotland Confidentially and Information Governance policies and procedures. 

[bookmark: _Toc509931337]Information sharing instructions and security controls

All signatories must have appropriate technical and organisational measures in place to ensure that any personal data shared between partners is handled and processed in accordance with the requirements of the Data Protection Act 2018, EU GDPR, and Privacy and Electronic Communication Regulations (PECR).



		The information sharing and security controls applicable by each organisation will be:



		

		Jointly agreed between the parties



		

		x

		Independently decided by each party







NES Information Governance policy is available on request. 

[bookmark: _Toc509931338]Publication and transparency

· The data collected will not be published other than anonymised compliance reports.

· This agreement is available on request

· NHS Education for Scotland Privacy statement can be found on the NES website

[bookmark: _Toc509931339]Non-routine information sharing and exceptional circumstances

· Consent from the data subject or from the relevant Health Board will be obtained in advance.

[bookmark: _Toc509931340]Monitoring, review and continuous improvement

· Annual data cleansing according to each Board’s local policies and procedures.

· DSA will be audited annually or when changes are made to the way data is being processed.

[bookmark: _Toc509931341]Sharing experience and continuous improvement

· This will be reviewed by the NHS Education for Scotland.



[bookmark: _Toc509931342]Sign-off and responsibilities

[bookmark: _Toc509931343]Name of accountable officer(s)



		Accountable Officer Name

		Post title

		Organisation



		Dorothy Wright 

		Director of Workforce

		NHS NES



		

		

		



		

		

		







		Senior Information Risk Owner Name

		Post title

		Organisation



		Christopher Wroath

		Director of Digital

		NHS NES



		

		

		





[bookmark: _Toc509931344]Lead practitioner



		Lead IG Practitioner Name

		Post title

		Organisation



		Tracey Gill

		Senior Specialist Information Analyst – Information Governance & Security

		NHS Education for Scotland



		

		

		







[bookmark: _Toc509931345][bookmark: _Hlk507140947]12.3	Signatories



		Name of Parties to DSA

		NHS Education for Scotland 



		Authorised signatories to DSA 

[image: cid:image001.png@01D404AF.964725A0]

		Title /Name 

		Dorothy Wright



		

		Role

		Director of Workforce



		Head Office address

		Westport 102, West Port, Edinburgh EH3 9DN











		Name of Parties to DSA

		NHS Ayrshire and Arran



		Authorised signatories to DSA 

[image: ]

		Title /Name 

		Patricia Leiser



		

		Role

		HR Director



		Board HQ Address

		Eglington House, Ailsa Hospital, Ayr







		[bookmark: _Hlk506801732]Name of Parties to DSA

		NHS Borders



		Authorised signatories to DSA 

		Title /Name 

		John Cowie



		

		Role

		







		Name of Parties to DSA

		NHS Dumfries and Galloway



		Authorised signatories to DSA 

		Title /Name 

		Caroline Sharp



		

		Role

		



		Head Office address

		







		Name of Parties to DSA

		NHS Fife



		Authorised signatories to DSA 

		Title /Name 

		Barbara Anne Nelson



		

		Role

		







		Name of Parties to DSA

		NHS Forth Valley



		Authorised signatories to DSA 

		Title /Name 

		Linda Donaldson/Allison Richmond-Ferns



		

		Role

		



		Head Office address

		







		Name of Parties to DSA

		Golden Jubilee Foundation



		Authorised signatories to DSA 

[image: ]

		Title /Name 

		David Miller



		

		Role

		Associate Director of HR



		Head Office address

		Golden Jubilee Hospital, Agamemnon St, Clydebank, G81 4DY







		

		NHS Grampian



		Authorised signatories to DSA 

[image: ]

		Title /Name 

		Annie Ingram



		

		Role

		Director of Workforce



		Head Office address

		Summerfield House, 2 Eday Road, Aberdeen, AB15 6RE







		Name of Parties to DSA

		NHS Greater Glasgow and Clyde



		Authorised signatories to DSA 

[image: ]

		Title /Name 

		Anne MacPherson



		

		Role

		Director of Human Resources and Organisational Development



		Head Office address

		JB Russell House, Gartnavel Royal Hospital, 1055 Great Western Road, Glasgow, G12 0XH







		Name of Parties to DSA

		NHS Highland



		Authorised signatories to DSA 

		Title /Name 

		Dawne Bloodworth/Gaye Boyd



		

		Role

		



		Head Office address

		







		Name of Parties to DSA

		NHS Lanarkshire 



		Authorised signatories to DSA 

[image: ]

		Title /Name 

		John White



		

		Role

		HR Director



		Head Office address

		Kirklands Hospital, Bothwell







		Name of Parties to DSA

		NHS Lothian



		Authorised signatories to DSA 

		Title /Name 

		Janis Butler



		

		Role

		



		Head Office address

		







		Name of Parties to DSA

		Common Services Agency commonly known as National Services Scotland 



		Authorised signatories to DSA 

		Title /Name 

		Jacqui Jones



		

		Role

		



		Head Office address

		







		Name of Parties to DSA

		NHS Orkney



		Authorised signatories to DSA 
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		Title /Name 

		Annie Ingram



		

		Role

		Director of Workforce



		Head Office address

		Garden House, New Scapa Road, Kirkwall, Orkney, KW15 1BQ







		Name of Parties to DSA

		NHS Shetland



		Authorised signatories to DSA 

[image: ]

		Title /Name 

		Colin Marsland



		

		Role

		Director of Finance



		Head Office address

		NHS Board Headquarters, Upper Floor – Montfield, Burgh Rd, Lerwick, Shetland, ZE1 OLA











		Name of Parties to DSA

		NHS Tayside



		Authorised signatories to DSA 

		Title /Name 

		George Doherty



		

		Role

		



		Head Office address

		







		Name of Parties to DSA

		NHS Western Isles 



		Authorised signatories to DSA 

		Title /Name 

		Jennifer Porteous



		

		Role

		



		Head Office address
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7A Single Contract of Employment HOSPITAL (2).pdf
Hospital Contract

PRIVATE & CONFIDENTIAL

STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT
THIS CONTRACT IS BETWEEN:
Employing Board and

<<[Insert name and address of employee]>>

Please note that you are employed by EMPLOYING BOARD for the duration of your training
programme in PROGRAMME. Your training programme will comprise of a number of placements,
herein and thereafter referred to as the placement Board. Whilst you are placed within the
placement Board you must adhere to the rules of conduct, policies or procedures of that placement
Board in so far as those rules or policies do not supersede this contract of employment.





POST OF SPECIALIST TRAINEE

1. (@)  You are appointed by EMPLOYING BOARD as a Specialist Trainee
commencing on <<INSERT>>. This employment is for a fixed term of
<<INSERT>> months as advised in the Letter of Appointment and
Placement Details Letters, subject to the provisions in this contract and
will terminate on <<INSERT>>.

(b)  The date of the start of your period of continuous employment, for the
purposes of Part 1 of the Employment Rights Act 1996, is the date on
which you commenced employment with EMPLOYING BOARD. Previous
service within the NHS, whether with EMPLOYING BOARD or another
NHS employer, although not continuous for the purposes of the
Employment Responsibilities Agreement (ERA) may count as
reckonable for the purposes of certain NHS conditions of service,
subject to the rules set out in the Terms and Conditions of Service of
Hospital Medical and Dental Staff and Doctors in Public Health Medicine
and the Community Health Service in (Scotland) (‘the Terms and

Conditions of Service’).

During your employment under this contract, you will be placed as part
of your training with different placement Boards, each placement Board
will have responsibility for various provisions as indicated and set out
below.

You may be required to work at any site of a placement Board which
offers placements for your training programme. Where necessary, you
may need to relocate your residence to enable this to happen.
Provisions for assistance with relocation and / or excess travel expenses
are setoutin the Terms and Conditions of Service and in the ‘Relocation

Policy & Procedure’

Your employment is conditional upon you continuing to hold a place in
an approved postgraduate training programme.

Applicable Collective Agreement

2. The appointment is subject to the Terms and Conditions of Service of Hospital
Medical and Dental Staff and Doctors in Public Health Medicine and the
Community Health Service in (Scotland) as amended from time to time.
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Duties

3.

OR

Your contracted hours of work are HOURS per week.

You will be available for duty hours which in total will not exceed the
duty hours set out in your working pattern in paragraph 20 of the Terms
and Conditions of Service.

Your working pattern is as described in the Placement Detail letter with
controls on hours as defined in paragraph 20 of the Terms and
Conditions of Service.

You will receive a base salary (for practitioners contracted to work less
than 40 hours of duty per week, you will receive a pro-rata base salary)
as detailed in Appendix 1 of the Terms and Conditions of Service.

You will also receive a non-pensionable supplement/payband, as
indicated in the Placement Detail Letter in accordance with paragraph
22 of the Terms and Conditions of Service (for rotations, banding

supplements may differ for each individual placement).

Banding supplements may be altered (in accordance with paragraphs
6(e) and 7(c) below) in the light of changes in working patterns in line
with the requirements of the Working Time Regulations and the New
Deal. If the pay band changes you will be issued with a letter of variation
(in accordance with paragraph 7 below). Pay protection will apply in
accordance with paragraph 21 of the Terms and Conditions of Service
and the relevant pay and conditions circular.

Your base salary will be £<<INSERT>> per annum, paid monthly (on the
salaryscale  £31,220 - £49,091 StR or £31,220 - £41,305 CT) in
accordance with the current national agreed salary scale for your grade.
(These rates are subject to amendment from time to time by national
agreement.)

You will be paid on the StR payscale £31,220 - £49,091 StR or £31,220 -
£41,305 CT. On commencement, your base salary will be paid on point
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00 £31,220 minimum per annum, subject to verification of previous
service. Any adjustment will be notified via your salary advice slip. You
will be paid monthly and will progress by annual increments in
accordance with the current national agreed salary scale for your grade
(These rates are subject to amendment from time to time by national
agreement).

(b)  Yourincremental date will be <<INSERT>>.

OR
Your incremental date will be detailed on your payslip.
(c)  You will receive, in addition to your standard salary, a supplement for
duty contracted at the Band confirmed in the Placement Detail Letter
and as set out in Paragraph 3 (d) above, which will be payable monthly.
The rates may be amended from time to time by national agreement.
Pension
5. New entrants to <<employing Board>> who are aged from sixteen to seventy-five will

be contractually enrolled into membership of the NHS Superannuation Scheme
(Scotland) (the scheme) unless prevented by the scheme rules from becoming a
member.

The scheme is a qualifying pension scheme, which means it meets or exceeds the
Government’s standards and is administered by the Scottish Public Pensions
Agency (SPPA). Further details are contained with the SPPA starter letter and all
benefits as well as employee and employers’ contribution rates are explained on the
SPPA website http://www.sppa.gov.uk/

Should you be prevented by the scheme rules from becoming a member
EMPLOYING BOARD will automatically enrol you, subject to eligibility, into NEST
(National Employment Savings Trust) automatic enrolment pension scheme and we
will provide you with further information at that time.

Monitoring of Working Patterns

6.

(@) Theplacement Board is contractually obliged to monitor junior doctors'
New Deal compliance and the application of the banding system,
through robust local monitoring arrangements supported by national
guidance. You are contractually obliged to co-operate with those
monitoring arrangements. Failure to do so without good reason, will
represent a breach of contract and may result in disciplinary action.
Your pay may also be affected.
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These arrangements will be subject to:

. review by Central Team (formally known as Regional New Deal);
and

o the performance management system of the placement Board.

The placement Board, must collect and analyse data sufficient to
assess hours' compliance and/or to resolve pay and/or contractual
disputes. Therefore, when the placement Board reasonably requests
you to do so, you must record data on hours worked and forward that
data to the placement Board.

The placement Board, is required to ensure that practitioners in the
FY1 FY2, StR and Core Trainee grades, comply with the controls on
hours of actual work and rest detailed in sub-paragraph 22a of the
Terms and Conditions of Service.

You are required to work with the placement Board to identify
appropriate working arrangements or other organisational changes in
working practices in line with the requirements of the Working Time
Regulations and the New Deal and to comply with reasonable changes
following such discussion.

Revision of Pay Banding

7.

Notice

8.

(a)

(b)

(a)

The placement Board will notify you in writing of the decision on
banding.

Full details of the procedure for appealing against banding decisions are
in the Terms and Conditions of Service.

Full details of the procedure for rebanding posts are in the Terms and
Conditions of Service.

You are entitled to receive 3 months’ notice of termination of

employment and are required to give the placement Board 3 months’ notice,
copied to EMPLOYING BOARD.
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(b)  The Employment Rights Act 1996 provides the employee entitlement to
receive from the employer minimum periods of notice, dependent upon an
employee’s length of continuous employment as follows:

Period of Continuous Employment Notice Entitlement
One month or more but less than 2 years Not less than one week
Two years or more but less than 12 years Not less than one week for each

year of continuous employment

12 years or more Not less than 12 weeks

Registration and Insurance

9. (@)  You are required to be registered with a licence to practise with the
General Medical Council/General Dental Council throughout the
duration of your employment.

(b)  You are normally covered by the NHS Hospital and Community Health
Services indemnity against claims of medical negligence arising from the
course of this employment. However in certain circumstances
(especially in services for which you receive a separate fee) you may not
be covered by the indemnity. The Health Department therefore advises
that you maintain membership of a medical defence organisation.

(c) ACopy of NHS Circular 1989 (PCS) 32 on indemnity arrangements issued
in December 1989 is available at
http://www.sehd.scot.nhs.uk/pcs/PCS(1989)32.pdf

Additional Work

10.  Youagree not to undertake locum medical, dental or bank work for this or any
other employer where such work would cause your contracted hours (or
actual hours of work) to breach the controls set out in Paragraph 20 of the
Terms and Conditions of Service.

Residence

11. It is your responsibility to ensure that when on call you will be available by
telephone and able to reach your hospital in time to meet your clinical
commitments Local on-call arrangements will apply.
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Leave

12.  You will be entitled to 5 weeks’ annual leave with full pay each year, plus
statutory and public holidays. This entitlementis pro rata per placement. This
rises to 6 weeks per annum when you are in the third increment of the salary
scale. For part time staff, this will be calculated on a pro rata basis based on
the days and/or hours worked per week and the duration of the placement.

Full details of annual leave, sick leave and other leave allowances and the
conditions governing those allowances and study leave, are set out in the
Terms and Conditions of Service.

Property

13. Neither EMPLOYING BOARD nor the placement Board will accept
responsibility for damage to or loss of personal property, with the exception
of small valuables handed to their officials for safe custody. You are therefore
recommended to take out an insurance policy to cover your personal
property.

Deductions

14, EMPLOYING BOARD undertakes that it will not make deductions from or
variations to your salary other than those required by law without your
express written consent.

Sickness Absence

15.  The provisions relating to absence by you because of sickness appear in
paragraphs 225-244 of the Terms and Conditions of Service. You will also be

subject to the Employing Board Policy.
Grievance Procedure

16. (@)  Should you have any grievance relating to your employment you are
entitled to discuss the matter in the first instance with the consultant
(or consultants) to whom you are responsible, and where appropriate
to consult, either personally or in writing, with the placement Board HR
Team.

(b) The agreed procedure for settling differences between you and
placement Board and / or EMPLOYING BOARD (as appropriate) will be
informed by the nature of the grievance. Where the difference relates to
a matter affecting your Conditions of Service the Employing Board
Grievance Policy will apply.
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Disciplinary Procedure

17.

The provisions relating to disciplinary procedure appear in Section 42 of the
General Whitley Council Conditions of Service as incorporated by Paragraph
189 of the Terms and Conditions of Service. You will also be subject to
EMPLOYING BOARD’S Disciplinary Policy.

Occupational Health & Protection of Vulnerable Groups (PVG)

18.

The terms of this contract are subject to ongoing satisfactory Occupational
Health and satisfactory check by Disclosure Scotland, Protecting Vulnerable
Groups Scheme (PVG).

Should there be a change in your health status, which may affect your ability
to safely undertake the duties of your posts, you are required to inform the
Placement Board Occupational Health Department and EMPLOYING BOARD.

Should you be subject to any criminal proceedings during the course of your
employment you are required to inform your Lead Clinician/Clinical Director in the
placement Board immediately. Failure to do so may be dealt with under EMPLOYING
BOARD’s Disciplinary Policy.

Confidentiality

19.

In the course of your duties you may have access to confidential material
about patients, members of staff or other matters. On no account must
information relating to patients be divulged to anyone other than those who
are concerned directly with the care, diagnosis and/or treatment of the
patient, or other persons specifically authorised. Similarly, no information of
a personal or confidential nature about individual members of staff or the
organisation should be divulged without proper authority having been
obtained. If you are in any doubt whatsoever as to the person or body
requesting such information, you must seek advice. Failure to observe this
will be regarded as serious misconduct, which could lead to disciplinary
action being taken against you, including dismissal.

Fairwarning

20.

Some Boards operate system called Fairwarning, which is a monitoring
system that detects potential instances of unauthorised access to patient
information held within electronic information systems.

If you are allocated to a Placement Board where Fairwarning is
implemented, and the system detects you have accessed clinical or patient
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records outwith your legitimate duties, this will be investigated and you
could face disciplinary action.

Details of those Boards operating Fairwarning can be found on the Turas
Hub (INSERT LINK)

Transfer of Personal/Occupational Health Data

21.

Where you are required to rotate between placements, you acknowledge that
personal and confidential information regarding your employment and training
may be transferred between EMPLOYING BOARD and placements as necessary for
the continuation of your training. Such personal and confidential information may
include personal and sensitive personal data for the purposes of the General Data
Protection Regulation 2016 and the Data Protection Act 2018.

Protecting your Personal Data

22.

<<Employing Board>>has an obligation to collect and keep data in order to perform
its statutory functions The Employing and Placement Boards will collect and
process information relating to you in accordance with the Data Protection Notice
which is annexed to this contract of employment. You shall comply with the privacy
standard when handling personal data relating to any employee, patient, supplier
or agent of your Employing and Placement Boards. Failure to comply with the
privacy standard may be dealt with under the Employing Board’s Disciplinary

Policy, in serious cases, may be treated as gross misconduct leading to summary
dismissal.

Information will be shared with Placement Health Boards as defined in the Data
Sharing Agreement (https://hub.nes.digital/lead-employer-arrangements/pre-
employment-information/data-sharing-agreement/).

Acceptance

23.

If you agree to accept the appointment on the terms specified above, please click

confirm acceptance below. A copy of the accepted document will be logged in your
trainee filing cabinet.

Yours sincerely

Signed by <<LEAD EMPLOYER>>

NAME

DESIGNATION
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| hearby accept the appointment on the terms and conditions set out in this contract
and acknowledge that | have read and understood the Staff Privacy Notice in
Appendix 1 of this document. | agree to exclude my right to any claim under Section
197 of the Employment Rights Act 1996 in respect of the termination of this contract
which consists only of the expiry of the fixed term without it being renewed. This offer,
and acceptance of it, shall together constitute a contract between the parties.

| <<NAME>> ACCEPT THIS CONTRACT OF EMPLOYMENT
date
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Appendix 1: Staff Privacy Notice

Staff Privacy Notice
Introduction

During the course of NHS Scotland activities we will collect, store and process personal
information about our prospective, current and former staff. For the purposes of this Data
Protection Notice, ‘staff’ includes applicants, employees, workers (including agency,
casual and contracted staff), volunteers, trainees and those carrying out work experience.

We recognise the need to treat staff personal information in a fair and lawful manner. No
personal information held by us will be processed unless the requirements for fair and
lawful processing can be met. This Data Protection Notice provides a summary of how we
will ensure that we do that, by describing:

e the categories of personal information we may handle
e the purpose(s) for which it is being processed, and

e the person(s) it may be shared with.

This notice also explains what rights you have to control how we use your information.
Please read it carefully to understand what we do.

What laws are relevant to the handling of personal information?

The law determines how organisations can use personal information. The key legislation
governing the use of information is listed below:

e Data Protection Legislations

e The Human Rights Act 1998

e Freedom of Information (Scotland) Act 2002

e Computer Misuse Act 1998

e Regulation of Investigatory Powers Act 2000, and

e Access to Health Records Act 1990.

NHS Scotland is the ‘Data Controller’ (the holder, user and processor) of staff information.
What types of personal information do we handle?

In order to carry our activities and obligations as an employer we handle information in
relation to:
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¢ name, home address, telephone, personal email address, date of birth, employee
identification number and marital status, and any other information necessary for
our business purposes, which is voluntarily disclosed in the course of an
employee's application for and employment with us

e national insurance number

e special category information: for example, data about race, ethnic origin, religious
or philosophical beliefs, trade union membership, health, and sexual orientation
(collected only where required by law and used and disclosed only to fulfill legal
requirements)

e absenceinformation, e.g. annual leave, sickness absence, study leave, maternity
leave, paternity leave

e occupational health clearance information
e qualification and training information; and
e statutory and voluntary registration data.
e CCTVdata, if your Board uses this.

e Swipe access cards, if your Board use them.

When you are no longer our employee, we may continue to share your information as
described in this notice, i.e. so long as this is fair and lawful.

What is the purpose of processing data?

Your personal information is collected by NHS Scotland and shared with NHS SCOTLAND
for the purposes of employee management. It will be captured and stored on an
electronic system and will be used and shared by human resources (HR) professionals in
NHS Scotland and board(s) where you are working in any capacity.

Occupational health clearance information - referred to as the Occupational Health
Passport - will be shared by NHS Scotland with occupational health professionals in the
Board, and Boards where you have been offered employment.

We use information about you in order to:

e evaluate applications for employment

e manage all aspects of your employment with us, including but not limited to,
payroll, benefits, corporate travel and other reimbursable expenses, development
and training, absence monitoring, performance appraisal, disciplinary and
grievance processes, pensions administration, and other general administrative
and human resource related processes

e develop workforce and succession plans
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e maintain sickness records, and occupational health programme
¢ administer termination of employment and provide and maintain references

e maintain emergency contact and beneficiary details, which involves us holding
information on those nominated by you

e comply with applicable laws (e.g. health and safety), including judicial or
administrative orders regarding individual employees (e.g., child support
payments); and

¢ share and match personal information for the national fraud initiative.

Sharing your information
There are a number of reasons why we share information. This can be due to:

e ourobligations to comply with current legislation, and

e ourduty to comply with any Court Order which may be imposed.

Any disclosures of personal information are always made on case-by-case basis, using the
minimum personal information necessary for the specific purpose and circumstances and
with the appropriate security controls in place. Information is only shared with those
agencies and bodies who have a "need to know,” or where you have consented to the
disclosure of your personal information to such persons.

In order to comply with our obligations as an employer we will need to share your
information as follows:

Reasons why we share your personal |Who we share your information with
information (the list below is not exhaustive)

For the purposes outlined above Human resources, occupational health and
line managers

Professional registration purposes Regulatory bodies such as the General Medical
Council

Contractual terms and conditions of Appraisal

service

Scottish Training Database

The Scottish Advisory Committee on
Distinction Awards (SACDA)

Training and Development NHS Scotland training administrators
HR administrators
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Reasons why we share your personal
information

Who we share your information with
(the list below is not exhaustive)

National reporting

Scottish Workforce Information Standard
System (SWISS). For more information see:
www.swiss.scot.nhs.uk

Pay, time and attendance

Payroll NHS Scotland and the Scottish
Standard Time System (SSTS)

National and internal Employee
Directory

General public and internally to NHS Scotland
employees

National Fraud Initiative. Every year, the
NHS is required to participate in the
National Fraud initiative. As part of this,
we provide payroll information for data
matching. Data matching involves
comparing sets of data, such as payroll
or benefits records of an organisation,
against other records held by the same
or another organisation.

Audit Scotland.

Further information about the National Fraud
Initiative is available from Audit Scotland:
www.audit-scotland.gov.uk

Background on sharing and our responsibilities

Privacy laws do not generally require us to obtain your consent for the collection, use or
disclosure of personal information for the purpose of establishing, managing or
terminating your employment. In addition, we may collect, use or disclose your personal
information without your knowledge or consent where we are permitted or required by

law or regulatory requirements to do so.

The GDPR and Data Protection Legislation require personal information to be processed
fairly and lawfully. In practice, this means that NHS Scotland must:

e have alegal basis for collecting and using personal information;
e not use the data in ways that have unjustified adverse effects on the individuals

concerned;

e betransparent about how it intends to use the data - and give individuals appropriate
Data Protection Notices when collecting their personal information;

e handle people’s personal data only in ways they would reasonably expect; and

e make sure it does not do anything unlawful with the data.

NHS Scotland legal basis for collecting and using staff personal information and/or
special category such as health information, is because it is necessary to do so when staff
have an employment contract with the Board or potentially entering into an employment

contract.
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Information about the rights of individuals under the Data Protection Legislation can be
found within the NHS Scotland Data Protection Notice.

Security of your Information

We take our duty to protect your personal information and confidentiality very seriously
and we are committed to taking all reasonable measures to ensure the confidentiality and
security of personal information for which we are responsible, whether computerised or
on paper.

At director level, we have appointed a Senior Information Risk Owner (SIRO) who is
accountable for the management of all information assets and any associated risks and
incidents, and a Caldicott Guardian who is responsible for the management of patient
information and patient confidentiality. We also have a Data Protection Officer who is
responsible for the Boards data protection compliance and who liaises with the SIRO and
Caldicott Guardian.

All staff are required to undertake regular information governance training and to be
familiar with information governance policies and procedures.

Everyone working for the NHS is subject to the law of confidence. Information provided in
confidence will only be used for the purposes advised and consented to by the service
user, unless required or permitted by the law.

How do we collect your information?

Your information will be collected on a national workforce information system; this
system is not held locally within your Board. The national system manager is authorised
for full access nationally, providing access and accounts for NHS Boards system
administrators. Please contact your employing/placement board for the details of what
staff are in this role.

We also collect information in a number of other ways, for example correspondence,
forms, interview records, references, surveys.

Retaining information

We only keep your information for as long as it is necessary to fulfill the purposes for
which the personal information was collected. This includes for the purpose of meeting
any legal, accounting or other reporting requirements or obligations. The NHS Scotland
retention policy sets out the minimum retention timescales.

We may, instead of destroying or erasing your personal information, make it anonymous
so that it cannot be associated with or tracked back to you.
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How can you get access your personal information?

You have the right to access the information which NHS Scotland holds about you, and
why, subject to any exemptions. Requests can be made in a number of ways, including in
writing or verbally. You will need to provide:

e adequate information [for example full name, address, date of birth, staff number,
etc.] so that your identity can be verified and your personal information located.

e anindication of what information you are requesting to enable us to locate this in an
efficient manner.

e We may ask you to complete an application form to collect the data we need, although
you are not obliged to do so.

You should direct your request to the Data Protection Officer - details can be found on
page9.

We aim to comply with requests for access to personal information as quickly as possible.
We will ensure that we deal with requests within 30 days of receipt unless there is a reason
for delay that is justifiable.

What if the data you hold about me is incorrect?

It is important that the information which we hold about you is up to date. Staff can
amend some elements of personal information as required via the national workforce
information system. If any other changes not accessible via this route are required then it
isimportant that you let us know by contacting your manager and the HR team.

Freedom of Information

The Freedom of information (Scotland) Act 2002 (FOISA) provides any person with the
right to obtain information held by NHS Scotland, subject to a number of exemptions.
Personal information is often exempt, however. If you would like to request some
information from us, please send your request to either your Board’s FOISA Officer or the
Data Protection Officer- contact details can be found on page 9.

It is possible, in certain circumstances, for staff data to be released under FOISA. If this
was to occur, the relevant Data Protection requirements and guidance from the
Information Commissioner’s Office (ICO) would be followed.

Any request to access personal information we hold about you will be handled under the
Data Protection Legislations and GDPR.

Complaints about how we process your personal information
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In the first instance, you should contact the Data Protection Officer - contact details can
be found on page 9. Information about the rights of individuals under the Data Protection
Act can be found online at:

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-
gdpr/individual-rights/

How to contact the Information Commissioner’s Office (1CO)

You can contact the ICO at the following address and email:

Information Commissioner’s Office

Wycliffe House

Water Lane,

Wilmslow SK9 5AF

www.ico.org.uk

How to contact us

Please contact us if you have any questions about our Data Protection Notice or

information held about you, please contact the Data Protection Officer in your local
board.

17



https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/individual-rights/

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/individual-rights/




image14.emf
7B Single Contract of  Employment NES.pdf


7B Single Contract of Employment NES.pdf
Dear Dr <<INSERT>>,
Terms and Conditions of Service

On behalf of NHS Education for Scotland (NES) | have pleasure in confirming your
employment.

NES will be your employing organisation as the Lead Employer for all GP Trainees on a GP
Specialty Training Programme. You will therefore be employed by NES as the Employing
Board for the duration of your GP Training programme subject to the remaining terms of
this agreement. Your training will involve rotational placements within the hospital setting
and in General Practice.

In accordance with the Employment Rights Act 1996, this letter and the accompanying
documents contain a statement of the applicable terms of your employment.

1. Commencement and Duration of Employment

In accordance with the Employment Rights Act 1996, previous employment with the
Employing Board immediately prior to taking up this appointment counts as part of your
period of continuous employment.

Employing Board start date: <<INSERT>>

NHS start date: The date of the start of your period of continuous employment, for the
purposes of Part 1 of the Employment Rights Act 1996, is the date on which you commenced
employment with the employing Board. Previous service within the NHS, whether with the
employing Board or another NHS employer, although not continuous for the purposes of
the Employment Responsibilities Agreement (ERA) may count as reckonable for the
purposes of certain NHS conditions of service, subject to the rules set out in the Terms and
Conditions of Service of Hospital Medical and Dental Staff and Doctors in Public Health
Medicine and the Community Health Service in (Scotland) (‘the Terms and Conditions of

Service’).

This employment is for a fixed term of <<programme duration>> months and it will
therefore terminate on <<programme end date -TPM>>, subject to the provisions of
employment detailed in this letter and the accompanying documents.

2. Terms and conditions during Hospital placements and General Practice
placements

During your hospital placements, your employment will be subject to the terms of Appendix
1a to this agreement (“the Hospital Contract”). These terms incorporate the Terms and
Conditions of Service of Hospital Medical and Dental Staff and Doctors in Public Health
Medicine and the Community Health Service (Scotland) as amended from time to time. You
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will be provided with a new Placement Details letter in advance of each hospital placement
which will confirm your place of work, working pattern and the banding of the rota.

During your General Practice placements, your employment will be subject to the terms
and conditions set out in Appendix 1b to this agreement (“the GP Contract”). These terms
incorporate the BMA Model Contract for GP Specialty Registrars working in General Practice
(COGPED) as amended from time to time. In advance of each General Practice placement,
you will be provided with a completed GP Placement Detail letter setting out the terms of
your placement.

3. Hours of Work

Your hours of work will depend on your place of work. You will be informed of your working
pattern in advance of each rotational placement.

Further information about hours of work/working pattern for your first hospital placement
is setout in the Placement Detail letter. You will be informed of your hours of work/working
pattern in advance, or on commencement, of each subsequent placement.

Further information about your hours of work / working pattern will be provided to you in
advance of your General Practice placements.

4. Pre-Employment Checks

Your employment is subject to satisfactory pre-employment checks which were outlined in
your offer letter.

5. Conditions of employment
Your continued employment is conditional upon:

e Maintaining your licence to practice, with the General Medical Council (GMC);

e Holding a NES National Training Number;

e Membership of the PVG scheme. NES must remain an interested party for you in the
PVG scheme for the duration of your training;

e Having appropriate immigration status.

For placements in General Practice, it is also a mandatory requirement of your continued
employment for you to be on the appropriate Medical Performers List.

Should you fail to meet any of these conditions, your employment may be terminated,
without notice.

6. Travel expenses
You are expected to claim all expenses through the NES expenses processes.

2



https://www.bma.org.uk/advice/employment/contracts/juniors-contracts/juniors-scotland/gp-trainees-scotland

https://www.bma.org.uk/advice/employment/contracts/juniors-contracts/juniors-scotland/gp-trainees-scotland



7. Whistleblowing

Concerns should be raised at an early stage with the Employing Board or Placement Board
as appropriate. Please see the Whistleblowing Policies of the Employing Board and the
Placement Board. This does not affect your rights under the Public Interest Disclosure Act
1998. You will not be subject to any detriment as a result of making a protected disclosure
within the meaning of the ERA 1996.

8. Discrimination

During all placements the Equality Act 2010 applies and you have the right not to be
subjected to discrimination related to age, disability, gender reassignment, marriage and
civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual
orientation.

9. Protecting your Personal Data

NES has an obligation to collect and keep data in order to perform its statutory functions.
NES and Placement Boards will collect and process information relating to you in
accordance with the Data Protection Notice which is annexed to this contract of
employment. You shall comply with the privacy standard when handling personal data
relating to any employee, patient, supplier or agent of your Employing and Placement
Boards. Failure to comply with the privacy standard may be dealt with under NES’
Management of Employee Conduct Policy, in serious cases, may be treated as gross
misconduct leading to summary dismissal.

Information will be shared with Placement Health Boards as defined in the Data Sharing
Agreement (https://hub.nes.digital/lead-employer-arrangements/pre-employment-

information/data-sharing-agreement/).

In the interests of patient safety and employee support it will be necessary to transfer
personal information to other health and social care organisations or statutory bodies, in
accordance with the principles and conditions set out in schedules 1, 2 and 3 of the Data
Protection Act 1998. This will include access to occupational health reports and updates.
Sharing of information may also need to take place following completion of employment.

10. Policies and Procedures

Subject to the terms of either the Hospital Contract or the GP Contract, as applicable to you
at the material time in accordance with clause 2 above, you are required to familiarise
yourself and comply with the Employing Board’s policies and procedures and those of the
Placement Board, General Practice, or any other sites identified in your work schedule
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where the Placement Board or General Practice offers services. A full list of applicable NES
Policies is available at INSERT LINK.

A full list of Placement Board policies is available from the Placement Board.
A full list of practice policies can be obtained from the Practice Manager.

Should you have any queries about the terms of your employment, please see INSERT LINK
or email GPTraining.HR@nes.scot.nhs.uk.

Yours sincerely

Signed by <<NAME>> for and on behalf of <<NAME OF ORGANISATION>>

<<DESIGNATION>> <<DATE>>

Appendices
e Appendix 1a Hospital Contract
e Appendix 1b GP Contract
e Appendix 1c Staff Privacy Notice

| hereby accept the appointment on the terms and conditions set out in these contracts and
acknowledge that | have read and understood the Staff Privacy Notice in Appendix 1c of
this document. | agree to exclude my right to any claim under Section 197 of the
Employment Rights Act 1996 in respect of the termination of this contract which consists
only of the expiry of the fixed term without it being renewed. This offer, and acceptance of
it, shall together constitute a contract between the parties.

| <<NAME>> ACCEPT THIS CONTRACT OF
EMPLOYMENT
date
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Appendix 1a Hospital Contract

PRIVATE & CONFIDENTIAL

STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT
THIS CONTRACT IS BETWEEN:
NHS Education for Scotland and

<<[Insert name and address of employee]>>

Please note that you are employed by NHS Education for Scotland (NES) for the duration of your
training programme in General Practice. Your training programme will comprise of a number of
placements, herein and thereafter referred to as the Placement Board. Whilst you are placed within
the Placement Board you must adhere to the rules of conduct, policies or procedures of that
Placement Board in so far as those rules or policies do not supersede this contract of employment.





POST OF SPECIALIST TRAINEE

1. (@)  You are appointed by NHS Education for Scotland (NES) as a Specialist
Trainee commencing on <<start date - SEF>>. This employment is for a
fixed term of <<INSERT - contract duration>> as advised in the Letter of
Appointment and Placement Details Letters, subject to the provisionsin
this contract.

(b)  The date of the start of your period of continuous employment, for the
purposes of Part 1 of the Employment Rights Act 1996, is the date on
which you commenced employment with NES. Previous service within
the NHS, whether with NES or another NHS employer, although not
continuous for the purposes of the Employment Responsibilities
Agreement (ERA) may count as reckonable for the purposes of certain
NHS conditions of service, subject to the rules set out in the Terms and
Conditions of Service of Hospital Medical and Dental Staff and Doctors
in_Public Health Medicine and the Community Health Service in
(Scotland) (‘the Terms and Conditions of Service’).

During your employment under this contract, you will be placed as part
of your training with different Placement Boards, each Placement
Board will have responsibility for various provisions as indicated and set
out below.

You may be required to work at any site of a Placement Board which
offers placements for your training programme. Where necessary, you
may need to relocate your residence to enable this to happen.
Provisions for assistance with relocation and / or excess travel expenses
are setoutin the Terms and Conditions of Service and in the ‘Relocation

Policy & Procedure’.

Your employment is conditional upon you continuing to hold a place in
an approved postgraduate training programme.

Applicable Collective Agreement

2. The appointment is subject to the Terms and Conditions of Service of Hospital
Medical and Dental Staff and Doctors in Public Health Medicine and the
Community Health Service in (Scotland) as amended from time to time.
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Duties

3.

OR

Your contracted hours of work are <<HOURS>> per week.

You will be available for duty hours which in total will not exceed the
duty hours set out in your working pattern in paragraph 20 of the Terms
and Conditions of Service.

Your working pattern is as described in the Placement Detail letter with
controls on hours as defined in paragraph 20 of the Terms and
Conditions of Service.

You will receive a base salary (for practitioners contracted to work less
than 40 hours of duty per week, you will receive a pro-rata base salary)
as detailed in Appendix le of the Terms and Conditions of Service.

You will also receive a non-pensionable supplement/payband, as
indicated in the Placement Detail Letter in accordance with paragraph

22 of the Terms and Conditions of Service (for rotations, banding
supplements may differ for each individual placement).

Banding supplements may be altered (in accordance with paragraphs
6(e) and 7(c) below) in the light of changes in working patterns in line
with the requirements of the Working Time Regulations and the New
Deal. If the pay band changes you will be issued with a letter of variation
(in accordance with paragraph 7 below). Pay protection will apply in
accordance with paragraph 21 of the Terms and Conditions of Service
and the relevant pay and conditions circular.

Your base salary will be £<<INSERT>> per annum, paid monthly (on the
salaryscale  £31,220 - £49,091 StR) in accordance with the current
national agreed salary scale for your grade. (These rates are subject to
amendment from time to time by national agreement.)

You will be paid on the StR payscale £31,220 - £49,091 StR. On
commencement, your base salary will be paid on point 00 £31,220
minimum per annum, subject to verification of previous service. Any
adjustment will be notified via your salary advice slip. You will be paid
monthly and will progress by annual increments in accordance with the
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current national agreed salary scale for your grade (These rates are
subject to amendment from time to time by national agreement).

(b)  Yourincremental date will be <<INSERT>>.

OR
Your incremental date will be detailed on your payslip.
(c)  You will receive, in addition to your standard salary, a supplement for
duty contracted at the Band confirmed in the Placement Detail Letter
and as set out in Paragraph 3 (d) above, which will be payable monthly.
The rates may be amended from time to time by national agreement.
Pension
5. New entrants to the employing Board who are aged from sixteen to seventy-five will

be contractually enrolled into membership of the NHS Superannuation Scheme
(Scotland) (the scheme) unless prevented by the scheme rules from becoming a
member.

The scheme is a qualifying pension scheme, which means it meets or exceeds the
Government’s standards and is administered by the Scottish Public Pensions
Agency (SPPA). Further details are contained with the SPPA starter letter and all
benefits as well as employee and employers’ contribution rates are explained on the
SPPA website http://www.sppa.gov.uk/

Should you be prevented by the scheme rules from becoming a member NES will
automatically enrol you, subject to eligibility, into NEST (National Employment
Savings Trust) automatic enrolment pension scheme and we will provide you with
further information at that time.

Monitoring of Working Patterns

6.

(@) ThePlacementBoard is contractually obliged to monitor junior doctors'
New Deal compliance and the application of the banding system,
through robust local monitoring arrangements supported by national
guidance. You are contractually obliged to co-operate with those
monitoring arrangements. Failure to do so without good reason, will
represent a breach of contract and may result in disciplinary action.
Your pay may also be affected.

(b)  These arrangements will be subject to:
o review by Central Team (formally known as Regional New Deal);
and
o the performance management system of the Placement Board.
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(c) The Placement Board, must collect and analyse data sufficient to
assess hours' compliance and/or to resolve pay and/or contractual
disputes. Therefore, when the Placement Board reasonably requests
you to do so, you must record data on hours worked and forward that
data to the Placement Board.

(d) The Placement Board, is required to ensure that practitioners in the
FY1 FY2, StR and Core Trainee grades, comply with the controls on
hours of actual work and rest detailed in sub-paragraph 22a of the
Terms and Conditions of Service.

(e)  You arerequired to work with the Placement Board to identify
appropriate working arrangements or other organisational changes in
working practices in line with the requirements of the Working Time
Regulations and the New Deal and to comply with reasonable changes
following such discussion.

Revision of Pay Banding

7. (@) The Placement Board will notify you in writing of the decision on
banding.

(b)  Full details of the procedure for appealing against banding decisions are
in the Terms and Conditions of Service.

(c)  Full details of the procedure for rebanding posts are in the Terms and
Conditions of Service.

Notice

8. You are entitled to receive 3 months’ notice of termination of employment and
are required to give the Placement Board 3 months’ notice, copied to NES.

b) The Employment Rights Act 1996 provides the employee entitlement to receive
from the employer minimum periods of notice, dependent upon an
employee’s length of continuous employment as follows:

Period of Continuous Employment Notice Entitlement

One month or more but less than 2 years Not less than one week



http://www.msg.scot.nhs.uk/pay/medical/junior-doctors

http://www.msg.scot.nhs.uk/pay/medical/junior-doctors

http://www.msg.scot.nhs.uk/pay/medical/junior-doctors

http://www.msg.scot.nhs.uk/pay/medical/junior-doctors



Two years or more but less than 12 years Not less than one week for each
year of continuous employment

12 years or more Not less than 12 weeks

Registration and Insurance

9. (@)  You are required to be registered with a licence to practise with the
General Medical Council/General Dental Council throughout the
duration of your employment.

(b)  You are normally covered by the NHS Hospital and Community Health
Services indemnity against claims of medical negligence arising from the
course of this employment. However in certain circumstances
(especially in services for which you receive a separate fee) you may not
be covered by the indemnity. The Health Department therefore advises
that you maintain membership of a medical defence organisation. A
Copy of NHS Circular 1989 (PCS) 32 on indemnity arrangements issued
in December 1989 is available at
http://www.sehd.scot.nhs.uk/pcs/PCS(1989)32.pdf

Additional Work

10.  You agree not to undertake locum medical, dental or bank work for this or any
other employer where such work would cause your contracted hours (or
actual hours of work) to breach the controls set out in Paragraph 20 of the
Terms and Conditions of Service.

Residence

11. It is your responsibility to ensure that when on call you will be available by
telephone and able to reach your hospital in time to meet your clinical
commitments Local on-call arrangements will apply.

Leave

12.  You will be entitled to 5 weeks’ annual leave with full pay each year, plus
statutory and public holidays. This entitlementis pro rata per placement. This
rises to 6 weeks per annum when you are in the third increment of the salary
scale. For part time staff, this will be calculated on a pro rata basis based on
the days and/or hours worked per week and the duration of the placement.
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Full details of annual leave, sick leave and other leave allowances and the
conditions governing those allowances and study leave, are set out in the
Terms and Conditions of Service.

Property

13. Neither NES nor the Placement Board will accept responsibility for damage to
or loss of personal property, with the exception of small valuables handed to
their officials for safe custody. You are therefore recommended to take out an
insurance policy to cover your personal property

Deductions

14, NES undertakes that it will not make deductions from or variations to your
salary other than those required by law without your express written consent.

Sickness Absence

15.  The provisions relating to absence by you because of sickness appear in
paragraphs 225-244 of the Terms and Conditions of Service. You will also be

subject to the Employing Board Policy.
Grievance Procedure

16. (@)  Should you have any grievance relating to your employment you are
entitled to discuss the matter in the first instance with the consultant
(or consultants) to whom you are responsible, and where appropriate
to consult, either personally or in writing, with the Placement Board HR
Team.

(b) The agreed procedure for settling differences between you and
Placement Board and / or NES (as appropriate) will be informed by the
nature of the grievance. Where the difference relates to a matter
affecting your Conditions of Service the NES Grievance Policy will apply.

Disciplinary Procedure

17.  The provisions relating to disciplinary procedure appear in Section 42 of the
General Whitley Council Conditions of Service as incorporated by Paragraph
189 of the Terms and Conditions of Service. You will also be subject to NES’
Management of Employee Conduct Policy.

Occupational Health & Protection of Vulnerable Groups (PVG)
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18.  Theterms of this contract are subject to satisfactory Occupational Health
and satisfactory check by Disclosure Scotland, Protecting Vulnerable Groups
Scheme (PVG).

Should there be a change in your health status, which may affect your ability
to safely undertake the duties of your posts, you are required to inform the
Placement Board Occupational Health Department and NES.

Should you be subject to any criminal proceedings during the course of your
employment you are required to inform your Lead Clinician/Clinical Director in the
Placement Board immediately. Failure to do so may be dealt with under NES’
Disciplinary Procedure.

Confidentiality

19. In the course of your duties you may have access to confidential material
about patients, members of staff or other matters. On no account must
information relating to patients be divulged to anyone other than those who
are concerned directly with the care, diagnosis and/or treatment of the
patient, or other persons specifically authorised. Similarly, no information of
a personal or confidential nature about individual members of staff or the
organisation should be divulged without proper authority having been
obtained. If you are in any doubt whatsoever as to the person or body
requesting such information, you must seek advice. Failure to observe this
will be regarded as serious misconduct, which could lead to disciplinary
action being taken against you, including dismissal.

Fairwarning

20.  Some Boards operate a system called Fairwarning, which is a monitoring
system that detects potential instances of unauthorised access to patient
information held within electronic information systems.

If you are allocated to a Placement Board where Fairwarning is
implemented, and the system detects you have accessed clinical or patient
records outwith your legitimate duties, this will be investigated and you
could face disciplinary action.

Details of those Boards operating Fairwarning can be found on the Turas
Hub (INSERT LINK)

Transfer of Personal/Occupational Health Data
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21.

Where you are required to rotate between placements, you acknowledge that
personal and confidential information regarding your employment and training
may be transferred between NES and placements as necessary for the continuation
of your training. Such personal and confidential information may include personal
and sensitive personal data for the purposes of the General Data Protection
Regulation 2016 and the Data Protection Act 2018.

Protecting your Personal Data

22.

The Employing Board has an obligation to collect and keep data in order to perform
its statutory functions The Employing and Placement Boards will collect and
process information relating to you in accordance with the Data Protection Notice
which is annexed to this contract of employment. You shall comply with the privacy
standard when handling personal data relating to any employee, patient, supplier
or agent of your Employing and Placement Boards. Failure to comply with the
privacy standard may be dealt with under NES’ Disciplinary Policy, in serious cases,
may be treated as gross misconduct leading to summary dismissal.

Information will be shared with Placement Health Boards as defined in the Data
Sharing Agreement (https://hub.nes.digital/lead-employer-arrangements/pre-
employment-information/data-sharing-agreement/).

Acceptance

23.

If you agree to accept the appointment on the terms specified above, please click
above to confirm acceptance. A copy of the accepted document will be logged in
your trainee filing cabinet.
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Appendix 1b: GP Contract

GPC C_OGPED

General Practitioners

Committee

Contract of employment

This document is based on the Framework for a written contract of
employment agreed between GPC and COGPED (Committee of General
Practice Education Directors) and adapted to reflect differing arrangements in

Scotland.

BMA@

SCOTLAND
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GP Specialty Registrar Contract of Employment

This agreement sets out particulars of the terms and conditions agreed between:

NHS Education for Scotland (subsequently to be referred to as NES)

Address:

and you:

Name:

Address:

on:

Please note that you are employed by NES but your training placement will be in a designated GP
practice. Whilst you are placed within that GP practice you must adhere to the rules of conduct,
policies or procedures of that GP practice in so far as those rules or policies shall not conflict with
this contract of employment. When rotating into a General Practice placement during your
employment, you will not receive less favourable applicable terms and conditions than those listed

in this contract.

The following pages detail your own specific terms and conditions, the generic terms and
conditions, and the details of the Educational Agreement between the Educational Supervisor, the
practice and the General Practice Specialty Registrar (GPStR). For the purposes of which the
following definitions will be confirmed in the GP Placement Detail letter issued in advance of your

placement.

GP Trainee HR Team

NHS Education for Scotland
Westport 102

West Port

Edinburgh

EH3 9DN

Dr «<Forenames» «Surname»

«Address»

<<date of issue>>

e ‘Educational Supervisor’
e ‘Training Practice’

e ‘Training period’

The following Appendices are included:

Appendix 1d
Appendix 1le
Appendix 1f

Your educational agreement

Your hours of work - complete with your Educational Supervisor

Links to NES Disciplinary Policy and NES Grievance Policy
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Your Specific Terms of Employment

1.Job Title Your job title is GP Specialty Registrar in the «Region - TPM» Region in
the Scotland Deanery at «Practice_Name - TPM».
2.Terms and Your appointment is subject to you being a member of the performers list

Conditions of Service

of the «Healthboard» Health Board.

Your appointment is also subject to the terms and conditions outlined in
this contract, and the terms of service for general practitioners as set out
from time to time in the National Health Service (General Medical
Services Contracts) (Scotland) Regulations 2004 (or equivalent).

3. Date of Start of
Employment

The date of the start of your period of continuous employment, for the
purposes of Part 1 of the Employment Rights Act 1996, is the date on
which you commenced employment with NES. Previous service within
the NHS, whether with NES or another NHS employer, although not
continuous for the purposes of the Employment Responsibilities
Agreement (ERA) may count as reckonable for the purposes of certain
NHS conditions of service.

4. Period of
Employment

Please see the Letter of Appointment and Placement Details Letters. This
employment is for a fixed term. It will therefore terminate as advised in
the Letter of Appointment except where a further period of training is
considered necessary. There is no guarantee that any extension will be in
the same practice as your current placement. Extensions are subject to
the approval of the regional Director of Postgraduate GP Education.

6. Salary and
Allowances

NHS Education for Scotland (NES) shall pay a salary and a vehicle
allowance at a rate in accordance with the Appendices in PCS
(PCS2009(GPR)01) and subsequent Pay Circulars.

Your basic salary and your salary supplement will be confirmed in the
Placement Detail Letter. Both annual salary and supplement will be
amended in accordance with the annual recommendations of the
Doctors’ and Dentists’ Review Body as implemented by government for
GP Specialty Registrars in (PCS2009(GPR)01) and subsequent Pay
Circulars.

All payments will be made in arrears at the end of each completed
calendar month, by payment into a bank or building society account, or
by cheque.

Your annual increment date is «SEF - Incremental_Date».

Your whole time equivalent is «SEF - Hours_of Work WTE».

11. Location and
Duties

NES offers employment and undertakes to ensure that the Educational
Supervisor has been given delegated responsibility to teach and advise
you on all matters appertaining to general medical practice.

You will be required to work at the surgery premises detailed in the
Placement Detail Letter.
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You may also be required to work at other localities as may be reasonably
necessary for the performance of your prescribed duties. Please see
section 11c to 11f in the Generic Terms and Conditions for further detail.

20. Leave

You are entitled to twenty-five/thirty* days paid annual leave per annum
for full time employment. [*GPStRs on the third or higher incremental
point of their scale shall be entitled to thirty days paid annual leave. This
ensures equity between GPStRs and their hospital colleagues and is in
line with paragraph 205 of the Hospital Medical and Dental Staff Terms
and Conditions of Service 2002].

This ensures equity between GPStRs and their hospital colleagues and is
in line with paragraph 205 of the Hospital Medical and Dental Staff Terms
and Conditions of Service 2002.

Please refer to Section 20 in the Generic terms and conditions for other
forms of leave entitlement.
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Generic Terms and conditions

1. Job Title see specific Terms of Employment (P2&3)

2. Terms and Conditions of service see specific Terms of Employment (P2&3)
3. Date of start of employment see specific Terms of Employment (P2&:3)

4. Period of employment see specific Terms of Employment (P2&3)

5. Medical assessment

On appointment you may be subject to a satisfactory medical assessment which may include a
requirement that you submit to a medical examination by a medical practitioner acceptable to you,
and NES.

You may also be asked to consent to an examination by a medical practitioner, agreed by you, NES
and the trainer/educational supervisor, in circumstances where NES and/or the trainer/educational
supervisor has reasonable grounds to be concerned about your health and your fitness to
undertake the work for which you have been employed. If there are health reasons that may impact
on your training in addition to your employment this will also need to be acceptable to your
Deanery. You may also be requested to consent to the release of your medical records to the
nominated medical practitioner if such records are reasonably required by the practitioner.

In the event of an unsatisfactory medical assessment or that you do not wish to consent to either
medical examination or the release of your medical records as referred to above, then NES, advised
by the Director of Postgraduate General Practice Education in consultation with the
trainer/educational supervisor, will make a decision on your continued employment on the basis of
the information available and in the absence of an independent medical expert’s opinion.

6. Salary and allowances see specific Terms of Employment (P2&:3)

7. Deductions

NES will not make deductions from or variations to your salary other than those required by law
without your express written consent.

8. Hours of work

(a) Your hours of work in the practice, your programme and regular periods of tuition and
assessment will be agreed with you. Both during and outside normal hours, they will be
appropriate to your educational needs and shall be bound by the provisions of the UK
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(e)

Working Time Regulations. Information regarding local arrangements for the working week
can be found on the NES website.

The normal working week (excluding out-of-hours training) will comprise of 10 sessions
which will be broken down as follows: 7 clinical, 2 structured educational (including day
release/VTS) and 1 independent educational. A degree of flexibility may be required from
time to time in order to meet your training needs i.e. increasing either the number of
educational or clinical sessions in order to gain specified competencies (having decreased
the number of clinical or educational sessions accordingly/respectively). The nominal
length of a session is 4 hours.

You are an integral part of the practice team but you are supernumerary to the workforce
of the practice. At no point should the effective running of the practice be dependent on
your attendance and you will not be used as a substitute for a locum in the practice.

(i) Out of hours: NES will ensure that you have completed necessary out-of-hours
experience in line with Chapter 7 of the RCGP Curriculum, ‘Care of Acutely Ill People’
and recorded this in your e-portfolio. This evidence will also be taken into account
in considering your progression (Annual Review of trainer/educational supervisors
report. The trainer/educational supervisor should be able to facilitate the booking
of out-of-hours sessions. Out-of-hours sessions should not normally be started
before you have completed one month of service at the practice, and should be
completed in sufficient time and the enhanced trainer/educational supervisors
report to be completed on time and a ‘Recommendation for Completion of Training’
(usually 6 weeks prior to completing training). It is your responsibility to book and
attend the required out-of-hours sessions within this window.

(ii) You will be required to undertake sufficient out of hours experience to gain and
demonstrate the required competencies, as a minimum this should include a
benchmark of 12, 6-hour sessions (or 6, 6-hour sessions for GPStRs on six month
placements) of out-of-hours training. The nationally agreed guidelines for GP
Specialty Registrars’ out-of-hours experience is contained in a COGPED position
paper ‘Out-of-hours training for GP registrars’, which can be accessed online. An
out-of-hours clinical supervisor will make themself available at all times when you
are undertaking out-of-hours duties.

Part-time training will fulfil the following requirements:
(i )A one-week mandatory period of full-time training, as meets the requirements of
the appropriate assessing authority

(ii) A minimum of 50% of normal working week to be worked (including tutorials and
protected educational time each week)
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(iii) Training in unscheduled care work will be undertaken to achieve the competencies
stated as directed in Chapter 7 of the RCGP Curriculum, ‘Care of Acutely Ill People’.

(iv) All arrangements relating to part-time training are subject to approval by the
Director of Postgraduate GP Education.

(f) Your normal timetable is attached as Appendix le.

9. Pension

Under changes to workplace pension arrangements introduced by the UK Government, NHS
Education for Scotland along with other employers requires to ensure all staff are automatically
enrolled in a pension scheme. Consequently, all new starts from 1 October 2013 will be
contractually enrolled into the NHS Superannuation Scheme (Scotland).

10. Notice of termination of employment

This contract may be terminated by you giving three months’ notice in writing to NES (copied to
your GP trainer/ educational supervisor) or by NES giving three months’ notice in writing to you,
and such notice may be given at any time.

These arrangements shall not prevent either party waiving his/her rights to notice on any occasion,
or accepting payment in lieu of it, or treating the contract as terminable without notice, by reason
of such conduct by the other party as enables him/her so to treat it at law.

The Employment Rights Act 1996 provides the employee entitlement to receive from the
employer minimum periods of notice, dependent upon an employee’s length
of continuous employment as follows:

Period of Continuous Employment Notice Entitlement
One month or more but less than 2 years Not less than one week
Two years or more but less than 12 years Not less than one week for each

year of continuous employment

12 years or more Not less than 12 weeks

11. Location and duties

(@) and (b) see specific Terms of Employment (P2&3)
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(c) You will be required to travel to provide home visits, emergency treatment, etc. to patients,
and to undertake other duties outside the surgery as required for the purposes of GP
training.

(d) Save where you are required to provide or assist with an educational presentation, or for
your own educational benefit, you will not be required to perform duties which will result
in the receipt by the practice of private income, unless an arrangement to the contrary is
entered into before the commencement of your GP Specialty Registrarship (this may
include writing private sick notes). Any such agreement to the contrary shall specify the
extent and nature of the duties that may be required.

(e) On the basis of delegated responsibility of NES, a trainer/educational supervisor, a
nominated GP partner or other appropriate GP principal or salaried GP, undertakes to be
available for advice, either personally or through a nominated partner, when you are on
duty.

(f) You are required to care and be responsible for, maintain and, if necessary, replace and
return at the end of the training period any medical equipment or supplies made available
to you by the trainer/educational supervisor during your employment.

(g) Complaints: If you are required by NES and/or your trainer/educational supervisor to
participate in any complaint investigation or hearing in the practice under the NHS
complaints procedure, you must be available. This requirement extends after your
employment with NES and your practice placement end, providing you are then still in the
United Kingdom, and includes attendance at any Ombudsman procedure or disciplinary
hearing if your presence is required

Reasonable expenses of travel and subsistence will be met and wherever possible
reasonable notice will be given.

12. Professional registration and indemnity

You are required to effect and maintain full registration with the General Medical Council and you
are required to produce evidence to NES, in the form of original documents, of such full registration
before commencing your duties.

As an employee of NES your indemnity will be provided by CNORIS. However, there are other
professional activities which may not be covered by CNORIS. You must maintain membership of a
recognised medical defence organisation or insurer for these purposes. You are required to produce
evidence to NES in the form of original documents of such full medical defence organisation or
insurer cover before commencing duties

The partners confirm that they all hold full registration with the General Medical Council and that
their membership of a recognised medical defence organisation is commensurate with their
professional responsibilities. They undertake to ensure that they will maintain such registration and
membership from year to year.

21





Failure to maintain full General Medical Council registration including suspension or erasure from
the register and the imposition of conditions on your registration, will entitle NES to suspend you
and to instigate the disciplinary procedure attached at Appendix 1f.

13. Fees

(a) All fees received by you by virtue of your position in the practice shall be paid to the practice
or as they may direct.

(b) Any specific or pecuniary legacy or any gift of a specific chattel shall be considered your
personal property.

14. Outside activities

(a) With the agreement of NES and your trainer/educational supervisor, you may arrange to
undertake any duties or professional activities outside those of the practice whether
remunerated or not. Agreement will not be unreasonably withheld. Any medical duties or
appointments outside the practice area must not compete with the trainer/educational
supervisor’s practice or impinge on your contracted duties with NES, or upon your GP
vocational training. This applies equally whether such duties are remunerated or not.
Consent does not imply any responsibility by NES and the partners for your acts and
omissions in the course of such activities. You are advised to ensure that your membership
of a recognised medical defence organisation is commensurate with these activities.

(b) If you are elected to represent other GP Specialty Registrars on recognised bodies or to
attend the annual conference of representatives of LMCs you will be given facilities
including special paid leave, to undertake such functions and to attend appropriate
meetings. You must obtain the consent of NES and your trainer/educational supervisor to
each absence from duty but consent shall not be withheld unless there are exceptional
circumstances in the reasonable opinion of the trainer/educational supervisor. You should
wherever possible inform NES and your trainer/educational supervisor of any such
commitments before you commence your attachment. When agreed such absences shall
be considered as included in working time commitment. If such commitments significantly
impact upon your learning an extension to training may be required at the discretion of the
Director of Postgraduate GP Education.

15. Confidentiality

Subject to your statutory rights and duties and to the necessary sharing of information with other
health professionals, with the informed consent of the patient, you are required to preserve the
absolute confidentiality of the affairs of the trainer/educational supervisor, of the partners, of the
patients and all matters connected with the practice. This obligation shall continue even after the
contract of employment has ended. A breach of this requirement will be regarded as gross
misconduct and as such will be grounds for dismissal, subject to the provisions of the disciplinary
procedure.

22





16. Records

You will keep proper records of attendance, visits by and to patients and all other such records as
are required by the practice, NHS legislation, or are reasonably required by the partners.

17. Prohibited acts
You will not:

(a) hold yourself out to be in partnership with the practice, the trainer/educational supervisor
or other partners of the practice
(b) pledge the credit of the practice or the partners of the practice

(c) do anything which shall cause the reputation of NES or the trainer/educational supervisor
or other partners of the practice to be brought into disrepute

(d) publish (except with the written consent of the trainer/educational supervisor, acting on
delegated responsibility from NES) any documents, articles or letters, etc which may
purport to represent the practice or the views of any of the partners.

18. Transport

You must either hold a current valid driving licence and have use of a motor vehicle, or provide
alternative means of offering emergency and domiciliary care to fulfil the requirements of the post

Note: It is necessary to notify your insurance company that you intend using your motor vehicle
for business purposes, before doing so. Otherwise your insurance cover may be inadequate.

You will be required to:

(a) provide, maintain and pay all the running costs of suitable transport to enable you to
efficiently carry out your responsibilities under this agreement

(b) conform to the appropriate statutory requirements relating to motor vehicle insurance
(c) [supply NES with satisfactory evidence of compliance with such requirements.].

A vehicle allowance will be reimbursed to you by NES based on the rates in PCS2009(GPR)0land
subsequent Pay Circulars. The car allowance will still be available under PCS2009(GPR)01for any
practice which wishes to provide a car.

19. Telephone
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You are required to keep connected to either a public or mobile telephone service. NES will
reimburse telephone installation and rental costs where appropriate

20. Leave see specific Terms and Conditions (P2&3)
20.1 Annual leave

Reasonable notice must be given to NES and the practice of your intention to take leave. You must
discuss the proposed dates with the trainer/educational supervisor (acting on delegated
responsibility from NES) and have them agreed. Leave dates must be agreed before booking
holidays. Such agreement will not be unreasonably withheld. If you have exceeded leave
entitlement at the date of leaving the practice, for whatever reason, NES will be entitled to deduct
a sum equivalent to the salary paid in respect of such excess leave from your final salary payment.
Additional leave must be notified to the Director of Postgraduate GP Education to determine
whether an extension to training will be required. Payment may be made in lieu of leave owing at
the end of the post.

20.2 Public holidays

Subject to the provisions of this paragraph, you are entitled to 10 public holidays or days in lieu per
calendaryearand any public holidays proclaimed from time to time. When you are required to work
on one of these days on a rostered basis you will be entitled to a day off in lieu. If you work part-
time, you will be entitled to public holidays or days in lieu on a pro rata basis according to the
number of hours you work compared with full time hours.

20.3 Study leave

(a) A study leave allowance of no less than 30 days approved study leave will apply pro rata per
annum. This will include attendance at a day release course, on full pay and allowances
during the period of twelve months in the practice and pro rata for shorter periods or part
time training. Study leave requests may be agreed between you and your
trainer/educational supervisor (acting on delegated responsibility from NES) subject to
approval by the Director of Postgraduate General Practice Education. Such requests will not
be unreasonably refused.

(b) Attendance at nominated day or half day release courses is a condition of employment.
20.4 Sick leave
(a) If you are absent due to sickness and provide proper notification, payment will be made in

accordance with the number of years NHS service. Please refer to NES sick leave policy for
further information.
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20.5

Any payment under the statutory sick pay scheme will be offset against your entitlement as
stated in (a) above.

You must notify the trainer/educational supervisor and NES as your employer of any
absence due to sickness on the first day of sickness. A self-certification form should be
completed for any sickness absence lasting for fewer than seven days. If the sickness
absence lasts longer than seven days you must first notify your absence and also request a
self-certification form which should be posted to NES and copied to the practice at the end
of the first week of absence. If the absence continues beyond seven days a medical
certificate should be submitted from your own registered GP.

You should register with a local GP for medical care and normally should not be registered
with your training practice.

If sickness absence exceeds 2 weeks per annum you may be required to extend your training
period to complete training. The decision, in regard to the length of further training, will be
made by the Director of Postgraduate GP Education after consultation with your
trainer/educational supervisor. This will be a pro-rata arrangement for flexible training
posts and for those posts that are less than 12 months in duration

Maternity/adoption/paternity leave

Maternity/adoption/paternity rights in this employment are as set down in PCS (GPStR)
2008/1 and subsequent Pay Circulars and conditions of service for GP Specialty Registrars
in general practice. Detailed guidance on this is contained in NHS Circular PCS (DD) 2007/10
and subsequent circulars. For additional information please refer to NES
maternity/adoption/paternity leave policy.

Continuous service is calculated by taking into account previous work for an NHS Trust,
PCO, Strategic Health Authority, Health Authority, Health Board or as a GP Specialty
Registrar in General Practice (or any of the predecessors in title of those bodies or the
equivalent bodies in Wales, England and Northern Ireland). A break in service may for this
purpose be disregarded if it is:

e Three calendar months or less between termination of employment with one
employing authority and resumption with another.

e Three calendar months or less between GP Specialty Registrar posts.

e Orless than 12 calendar months spent in employment of a person providing
primary medical services to the National Health Service pursuant to a general
medical services contract, under a section 17C arrangement (under section 17C
of the National Health Service (Scotland) Act 1978 (“the 1978 Act”) or a Health
Board primary medical services contract ( a contract under section 2C(2) of the
1978 Act other than a general medical services contract or a section 17C
arrangement)
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e Ora period of up to 12 months spent abroad as part of an approved vocational
training programme on the advice of a Postgraduate Dean or College or Faculty
Adviser in the specialty concerned.

(c) If you are absent on maternity/adoption/paternity leave, and you fulfil the qualifying
conditions in respect of maternity/adoption/paternity leave set out in PCS (GPStR) 2008/1,
you will be entitled to have your salary paid by NES. If there is no right of return to work to
be exercised because the contract would have ended if pregnancy and childbirth had not
occurred, the salary repayment provision will not apply.

(d) After maternity/adoption/paternity leave for the balance of your training period, you will
be entitled to continue your training under no less favourable terms and conditions as set
out in this original contract, in an equivalent training position and where possible, with the
same trainer/educational supervisor. You may be required to extend your training period
to complete training. The decision, in regard to the length of further training, will be made
by the Director of Postgraduate GP Education after consultation with your
trainer/educational supervisor.

20.6 Unpaid leave

Unpaid leave other than for parental, dependent (including adoption) or maternity purposes is
normally granted only when you have exhausted your annual leave entitlement. This type of leave
is discretionary and permission must be obtained from NES and the trainer/educational supervisor
before it is taken. Unpaid leave may be granted only in exceptional circumstances if and when the
needs of the practice allow. You may be required to extend your training period to complete
training. The decision, in regard to the length of further training, will be made by the Director of
Postgraduate GP Education after consultation with your trainer/educational supervisor.

20.7 Dependant and parental leave

For details of your statutory entitlements to dependant and parental leave please refer to NES
policy. You may be required to extend your training period to complete training. The decision, in
regard to the length of further training, will be made by the Director of Postgraduate GP Education
after consultation with your trainer/educational supervisor.

20.8 Special leave

Special leave with/without pay may be taken at the discretion of the partners. Requests for special
leave should be submitted to the practice manager/named partner responsible for staffing in the
first instance. Such leave may only be taken when written approval has been given from NES in
agreement with your GP Trainer, and you may be required to extend your training period to
complete training. The decision, in regard to the length of further training, will be made by the
Director of Postgraduate GP Education after consultation with your trainer/educational supervisor.
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21. Training assessment

(a)

(b)

You are required to undertake summative/or equivalent assessment, and abide by the
regulations as laid down by the appropriate assessing authority.

You are required to register with:

Royal College of General Practitioners Certification Unit
25 Queen Street

Edinburgh

EH2 1JX

Tel: 0131 260 6800

22. Review of progress

Time will be set aside with your trainer/educational supervisor on at least a quarterly basis to

discuss/review your progress with your training. Adequate notice will be given prior to this review

and itis an opportunity to discuss the job and other matters of concern or progress.

23. Health & safety at work

(a)

NES policy on health and safety at work is to provide such safe and healthy working
conditions as is possible and to enlist the support of their employees towards achieving
these ends. While the overall responsibility rests with NES as the employer, all staff while
workingin a GP Practice placement have a legal duty to take reasonable care to avoid injury
to themselves or to others by their work activities, and not to interfere with or misuse any
clothing or equipment provided to protect health and safety.

Any accident or injury arising out of your employment must be reported immediately to the
practice manager or partner on duty and recorded in the accident book and reported to
NES.

The main hazards that you should be aware of are: medical instruments, the disposal of
waste materials, which may be sharp, contaminated or both, contact with infectious
diseases, prams and bicycles. You must report any accident immediately to the
trainer/educational supervisor or in his/her absence a partner and a record will be kept at
the surgery. The accident must also be reported to NES. Afactual statement coveringto the
fullest possible extent all the circumstances of the accident may be required to ascertain
the cause in order to prevent its recurrence.

Legislation in Scotland, England, Northern Ireland and Wales prohibits smoking in all
enclosed public spaces.
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Health and safety executive office: Health and Safety Executive
Belford House

59 Belford Road

Ediburgh

EH4 3EU

24. Convictions/offences/GMC proceedings/discipline and suspensions/
Protecting Vulnerable Groups Scheme checks

This employment is exempt from the provisions of the Rehabilitation of Offenders Act 1974 (or
equivalent). You are not therefore entitled to withhold information requested by NES about any
previous convictions you may have, even if in other circumstances these would be regarded as
‘spent’ under the Act.

You are further required to declare the following to NES, before commencing your duties:

(a) any suspension for whatever cause, from your contracted duties with previous employers
or other contracting parties, such as NHS Boards, health authorities or primary care
organisations, and the cause thereof, whether or not any disciplinary proceedings followed;

(b) any disciplinary sanctions (including dismissal) imposed upon you by previous employers
or contracting bodies and the cause thereof. For the sake of clarity, this shall include any
findings of a breach of the GP terms of service under the NHS (General Medical Services
Contracts) (Scotland) Regulations 2004 (or equivalent) as amended from time to time.

(c) any sanctions imposed upon you in the past by the GMC, including any which have a
continuing effect, such as conditions placed upon your registration, and any interim
suspension from the register prior to further proceedings being considered;

(d) any sanctions imposed upon you by foreign regulatory bodies comparable to the GMC, if
you have worked abroad;

(e) any GMC proceedings pending at the time of your application for this post or prior to the
commencement of your duties with the partners.

Concealment by a failure to disclose such information may result in your dismissal.

Additionally, as this employment will require you to work with children and protected adults, it is
subject to checks being made by The Protecting Vulnerable Groups scheme as regards your
suitability to work with children and protected adults. Signature of this contract will provide your
consent to such checks being undertaken, if this has not already been given during the recruitment
process.

If you do not agree to such checks being made this will entitle NES to terminate your employment
by appropriate written notice.
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You are further required to report to NES:

e any police investigations or criminal proceedings (including for alleged traffic offences) to
which you are subject at the time of your application for this post, or prior to the
commencement of your duties with the trainer/educational supervisor;

e any convictions, cautions or alleged offences with which you are charged (including traffic
offences) while you are an employee of NES;

e any GMC proceedings to which you are or become subject, including any initial referral, as soon
as you become aware of these. Failure to reveal such information may result in your dismissal.

25. Educational agreement

Appendix 1d (an educational agreement between a trainer/educational supervisor and a general
practice Specialty Registrar) will be respected by both you and the trainer/educational supervisor
as a statement of your educational aims and objectives and signed by both as a record of an
agreement.

26. Disciplinary and grievance procedures

These procedures are linked as Appendix 1f
27. Personnel policies and working procedures

A full list of applicable NES Policies are available at https://hub.nes.digital/nes-policies/

A full list of practice policies can be obtained from the practice manager.
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Appendix 1c: Staff Privacy Notice

Staff Privacy Notice
Introduction

During the course of NHS Scotland activities we will collect, store and process
personal information about our prospective, current and former staff. For the
purposes of this Data Protection Notice, ‘staff’ includes applicants, employees,
workers (including agency, casual and contracted staff), volunteers, trainees and
those carrying out work experience.

We recognise the need to treat staff personal information in a fair and lawful manner.
No personal information held by us will be processed unless the requirements for fair
and lawful processing can be met. This Data Protection Notice provides a summary
of how we will ensure that we do that, by describing:

¢ the categories of personal information we may handle

e the purpose(s) for which it is being processed, and

e the person(s) it may be shared with.

This notice also explains what rights you have to control how we use your
information. Please read it carefully to understand what we do.

What laws are relevant to the handling of personal information?

The law determines how organisations can use personal information. The key
legislation governing the use of information is listed below:

e Data Protection Legislations

e The Human Rights Act 1998

e Freedom of Information (Scotland) Act 2002

e Computer Misuse Act 1998

e Regulation of Investigatory Powers Act 2000, and

e Access to Health Records Act 1990.

NHS Scotland is the ‘Data Controller’ (the holder, user and processor) of staff
information.

What types of personal information do we handle?

In order to carry our activities and obligations as an employer we handle information
in relation to:
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e name, home address, telephone, personal email address, date of birth,
employee identification number and marital status, and any other information
necessary for our business purposes, which is voluntarily disclosed in the
course of an employee's application for and employment with us

e national insurance number

e special category information: for example, data about race, ethnic origin,
religious or philosophical beliefs, trade union membership, health, and sexual
orientation (collected only where required by law and used and disclosed only
to fulfill legal requirements)

e absence information, e.g. annual leave, sickness absence, study leave,
maternity leave, paternity leave

e occupational health clearance information
e ualification and training information; and
e statutory and voluntary registration data.
e CCTV data, if your Board uses this.

e Swipe access cards, if your Board use them.

When you are no longer our employee, we may continue to share your information
as described in this notice, i.e. so long as this is fair and lawful.

What is the purpose of processing data?

Your personal information is collected by NHS Scotland and shared with NHS
SCOTLAND for the purposes of employee management. It will be captured and
stored on an electronic system and will be used and shared by human resources
(HR) professionals in NHS Scotland and board(s) where you are working in any
capacity.

Occupational health clearance information — referred to as the Occupational Health
Passport — will be shared by NHS Scotland with occupational health professionals in
the Board, and Boards where you have been offered employment.

We use information about you in order to:

e evaluate applications for employment

e manage all aspects of your employment with us, including but not limited to,
payroll, benefits, corporate travel and other reimbursable expenses,
development and training, absence monitoring, performance appraisal,
disciplinary and grievance processes, pensions administration, and other
general administrative and human resource related processes

e develop workforce and succession plans
¢ maintain sickness records, and occupational health programme

e administer termination of employment and provide and maintain references
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e maintain emergency contact and beneficiary details, which involves us holding
information on those nominated by you

e comply with applicable laws (e.g. health and safety), including judicial or
administrative orders regarding individual employees (e.g., child support
payments); and

e share and match personal information for the national fraud initiative.

Sharing your information
There are a number of reasons why we share information. This can be due to:

e our obligations to comply with current legislation, and
e our duty to comply with any Court Order which may be imposed.

Any disclosures of personal information are always made on case-by-case basis,
using the minimum personal information necessary for the specific purpose and
circumstances and with the appropriate security controls in place. Information is only
shared with those agencies and bodies who have a "need to know,” or where you
have consented to the disclosure of your personal information to such persons.

In order to comply with our obligations as an employer we will need to share your
information as follows:

Reasons why we share your Who we share your information with
personal information (the list below is not exhaustive)
For the purposes outlined above Human resources, occupational health and

line managers

Professional registration purposes Regulatory bodies such as the General
Medical Council

Contractual terms and conditions of |Appraisal

service . -
Scottish Training Database

The Scottish Advisory Committee on
Distinction Awards (SACDA)

Training and Development NHS Scotland training administrators
HR administrators

National reporting Scottish Workforce Information Standard
System (SWISS). For more information see:
WWW.SWisS.scot.nhs.uk

Pay, time and attendance Payroll NHS Scotland and the Scottish

Standard Time System (SSTS)
National and internal Employee General public and internally to NHS
Directory Scotland employees
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Reasons why we share your Who we share your information with
personal information (the list below is not exhaustive)

National Fraud Initiative. Every year, |Audit Scotland.
the NHS is required to participate in
the National Fraud initiative. As part |Further information about the National
of this, we provide payroll information |Fraud Initiative is available from Audit
for data matching. Data matching Scotland: www.audit-scotland.gov.uk
involves comparing sets of data, such
as payroll or benefits records of an
organisation, against other records
held by the same or another
organisation.

Background on sharing and our responsibilities

Privacy laws do not generally require us to obtain your consent for the collection, use
or disclosure of personal information for the purpose of establishing, managing or
terminating your employment. In addition, we may collect, use or disclose your
personal information without your knowledge or consent where we are permitted or
required by law or regulatory requirements to do so.

The GDPR and Data Protection Legislation require personal information to be
processed fairly and lawfully. In practice, this means that NHS Scotland must:

e have a legal basis for collecting and using personal information;

e not use the data in ways that have unjustified adverse effects on the individuals
concerned;

e Dbe transparent about how it intends to use the data — and give individuals
appropriate Data Protection Notices when collecting their personal information;

e handle people’s personal data only in ways they would reasonably expect; and

¢ make sure it does not do anything unlawful with the data.

NHS Scotland legal basis for collecting and using staff personal information and/or
special category such as health information, is because it is necessary to do so
when staff have an employment contract with the Board or potentially entering into
an employment contract.

Information about the rights of individuals under the Data Protection Legislation can
be found within the NHS Scotland Data Protection Notice.

Security of your Information

We take our duty to protect your personal information and confidentiality very
seriously and we are committed to taking all reasonable measures to ensure the
confidentiality and security of personal information for which we are responsible,
whether computerised or on paper.
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At director level, we have appointed a Senior Information Risk Owner (SIRO) who is
accountable for the management of all information assets and any associated risks
and incidents, and a Caldicott Guardian who is responsible for the management of
patient information and patient confidentiality. We also have a Data Protection
Officer who is responsible for the Boards data protection compliance and who liaises
with the SIRO and Caldicott Guardian.

All staff are required to undertake regular information governance training and to be
familiar with information governance policies and procedures.

Everyone working for the NHS is subject to the law of confidence. Information
provided in confidence will only be used for the purposes advised and consented to
by the service user, unless required or permitted by the law.

How do we collect your information?

Your information will be collected on a national workforce information system; this
system is not held locally within your Board. The national system manager is
authorised for full access nationally, providing access and accounts for NHS Boards
system administrators. Please contact your employing/Placement Board for the
details of what staff are in this role.

We also collect information in a number of other ways, for example correspondence,
forms, interview records, references, surveys.

Retaining information

We only keep your information for as long as it is necessary to fulfill the purposes for
which the personal information was collected. This includes for the purpose of
meeting any legal, accounting or other reporting requirements or obligations. The
NHS Scotland retention policy sets out the minimum retention timescales.

We may, instead of destroying or erasing your personal information, make it
anonymous so that it cannot be associated with or tracked back to you.

How can you get access your personal information?
You have the right to access the information which NHS Scotland holds about you,
and why, subject to any exemptions. Requests can be made in a number of ways,

including in writing or verbally. You will need to provide:

e adequate information [for example full name, address, date of birth, staff number,
etc.] so that your identity can be verified and your personal information located.

¢ an indication of what information you are requesting to enable us to locate this in
an efficient manner.

¢ We may ask you to complete an application form to collect the data we need,
although you are not obliged to do so.
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You should direct your request to the Data Protection Officer — details can be found
on page 9.

We aim to comply with requests for access to personal information as quickly as
possible. We will ensure that we deal with requests within 30 days of receipt unless
there is a reason for delay that is justifiable.

What if the data you hold about me is incorrect?

It is important that the information which we hold about you is up to date. Staff can
amend some elements of personal information as required via the national workforce
information system. If any other changes not accessible via this route are required
then it is important that you let us know by contacting your manager and the HR
team.

Freedom of Information

The Freedom of information (Scotland) Act 2002 (FOISA) provides any person with
the right to obtain information held by NHS Scotland, subject to a number of
exemptions. Personal information is often exempt, however. If you would like to
request some information from us, please send your request to either your Board’s
FOISA Officer or the Data Protection Officer— contact details can be found on page
9.

It is possible, in certain circumstances, for staff data to be released under FOISA. If
this was to occur, the relevant Data Protection requirements and guidance from the
Information Commissioner’s Office (ICO) would be followed.

Any request to access personal information we hold about you will be handled under
the Data Protection Legislations and GDPR.

Complaints about how we process your personal information
In the first instance, you should contact the Data Protection Officer — contact details
can be found on page 9. Information about the rights of individuals under the Data

Protection Act can be found online at:

https://ico.org.uk/for-organisations/quide-to-the-general-data-protection-requlation-
qdpr/individual-rights/

How to contact the Information Commissioner’s Office (ICO)
You can contact the ICO at the following address and email:
Information Commissioner’s Office

Wycliffe House

Water Lane,

Wilmslow SK9 5AF

www.ico.org.uk
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How to contact us
Please contact us if you have any questions about our Data Protection Notice or

information held about you, please contact the Data Protection Officer in your local
board.
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Appendix 1d

An educational agreement between the trainer/educational supervisor, the practice and the

general practice Specialty Registrar.

This agreement sets out the broad educational aims and objectives for the post of general practice
Specialty Registrar (GPStR) in this training practice and specifies the commitment required by the

GP Specialty Registrar and the trainer/educational supervisor to meet these objectives. It

recognises that other members of the practice and its organisation are vital in the creation of the

ideal learning environment, and so requires the signatures of another partner and the practice
manager. The agreement aims to aid and enhance the educational process.

It is an agreement between the educational supervisor in the training practice and the GPStR for

the period of general practice training for the training period.

The trainer/educational supervisor, the training practice and the GPStR agree to:

(a)

Produce an introductory pack containing information about the practice and the
first two weeks attachments, to be available before the GPStR starts in the practice.

Plan an introductory phase in practice (usually 2 - 4 weeks) to include
opportunities (usually 2- 4 weeks) for sitting in with partners and exploring roles of
other members of the primary health care team.

Undertake a needs assessment to establish the GPStR’s learning objectives. This
will be done using a variety of methods and sources. It will include knowledge, skills
and attitudes, in clinical and non clinical domains.

Produce an outline of a teaching plan (within two weeks) that starts to meet the
objectives defined in the needs assessment.

Provide protected teaching time on a weekly basis for formal tutorials, the other
learning and teaching opportunities in the practice, and day release course
sessions. The GPStR & trainer/educational supervisor are expected to prepare for
and attend these sessions, which will be a minimum of two hours per week practice
based teaching.

Discuss specialist course requirements within the requirements of the RCGP
curriculum and their appropriate timing during the training period.

Plan assessments and examinations including summative assessment/or
equivalent.

Hold formative assessments and give feedback regularly with formal appraisal
sessions at appropriate intervals (at least three monthly) throughout the training
period.
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Use assessment methods drawn from a wide range of sources, but to include video
recording of both consultations and tutorials throughout the training period.

(GP Specialty Registrar) Keep a record and log of her/his learning in the eportfolio.
This will include learning objectives, the methods chosen to meet them, and the
next review date.

(Trainer/educational supervisor) Keep a record of all needs, assessments and
appraisals and document supporting evidence as required for the [eportfolio/
general practice learning diary]* and a copy of signed, summative/or equivalent
assessment trainer/educational supervisor’s report.

Attend, on a regular and constructive basis, the VTS and trainer/educational
supervisor/GPR groups with only exceptional reasons accepted for non-
attendance.

Plan the requirements of day release/study leave/holidays. This should be linked
with the model contract.

Evaluate the training year. This includes for the GPR an obligation to complete the
GPR’s report in the last month of their training and send it to the deanery.

Use an appropriate GP education lead (eg course organiser/programme director) to
assistin reducing difficulties associated with the educational content of the training
period.
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Appendix 1e

(Clause 8 refers)

Hours of work

1. The agreed arrangement of your normal working week is as follows:

AM PM

Monday

Tuesday

Wednesday

Thursday

Friday

2. In addition to the above normal working week, you will be required to undertake out-of-hours
training as referenced in paragraph 8(d) of this contract of employment
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Appendix 1f

Disciplinary rules and procedure are available at https://hub.nes.digital/nes-policies/

Grievance procedures are available at https://hub.nes.digital/nes-policies/
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7C Single Contract of Employment FOUNDATION HOSPITAL FINAL.pdf
Foundation Contract

PRIVATE & CONFIDENTIAL

STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT for FOUNDATION
DOCTORS

THIS CONTRACT IS BETWEEN:
<<EMPLOYING BOARD>> and

<<[Insert name and address of employee]>>

Please note that you are employed by <<EMPLOYING BOARD>> for the duration of your training
programme in <<PROGRAMME>>. Your training programme will comprise of a number of
placements, herein and thereafter referred to as the placement Board. Whilst you are placed within
the placement Board you must adhere to the rules of conduct, policies or procedures of that
placement Board in so far as those rules or policies do not supersede this contract of employment.





POST OF FOUNDATION DOCTOR

1. (@)  You are appointed by <<EMPLOYING BOARD>> as a Foundation House
Officer commencing on <<INSERT>>. This employment is for a fixed
term of <<INSERT>> as advised in the Letter of Appointment and
Placement Details Letters, subject to the provisions in this contract and
will terminate on <<INSERT>>.

(b)  The date of the start of your period of continuous employment, for the
purposes of Part 1 of the Employment Rights Act 1996, is the date on
which you commenced employment with <<EMPLOYING BOARD>>.
Previous service within the NHS, whether with <<EMPLOYING BOARD>>
or another NHS employer, although not continuous for the purposes of
the Employment Responsibilities Agreement (ERA) may count as
reckonable for the purposes of certain NHS conditions of service,
subject to the rules set out in the Terms and Conditions of Service of
Hospital Medical and Dental Staff and Doctors in Public Health Medicine
and the Community Health Service in (Scotland) (‘the Terms and

Conditions of Service’).

During your employment under this contract, you will be placed as part
of your training with different placement Boards, each placement Board
will have responsibility for various provisions as indicated and set out
below.

You may be required to work at any site of a placement Board which
offers placements for your training programme. Where necessary, you
may need to relocate your residence to enable this to happen.
Provisions for assistance with relocation and / or excess travel expenses
are set out in the Terms and Conditions of Service. The Employing

Board’s ‘Relocation Policy & Procedure’ will also apply.

Your employment is conditional upon you continuing to hold a place in
an approved postgraduate training programme.

Applicable Collective Agreement

2. The appointment is subject to the Terms and Conditions of Service of Hospital
Medical and Dental Staff and Doctors in Public Health Medicine and the
Community Health Service in (Scotland) as amended from time to time.
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Duties

3.

OR

Your contracted hours of work are <<HOURS>> per week.

You will be available for duty hours which in total will not exceed the
duty hours set out in your working pattern in paragraph 20 of the Terms
and Conditions of Service.

Your working pattern will be as described in each Placement Detail
letter with controls on hours as defined in paragraph 20 of the Terms
and Conditions of Service.

You will receive a base salary (for practitioners contracted to work less
than 40 hours of duty per week, you will receive a pro-rata base salary)
as detailed in Appendix 1 of the Terms and Conditions of Service.

You will also receive a non-pensionable supplement/payband, as
indicated in the Placement Detail Letter in accordance with paragraph
22 of the Terms and Conditions of Service (for rotations, banding

supplements may differ for each individual placement).

Banding supplements may be altered (in accordance with paragraphs
6(e) and 7(c) below) in the light of changes in working patterns in line
with the requirements of the Working Time Regulations and the New
Deal. If the pay band changes you will be issued with a letter of variation
(in accordance with paragraph 7 below). Pay protection will apply in
accordance with paragraph 21 of the Terms and Conditions of Service

and the relevant pay and conditions circular.

Your base salary will be £<<INSERT>> per annum, paid monthly (on the
salary scale £23,672 - £33,201 (FHO) in accordance with the current
national agreed salary scale for your grade. (These rates are subject to
amendment from time to time by national agreement.) You will be paid
monthly and will progress by annual increments in accordance with the
current national agreed salary scale for your grade.

Your incremental date will be <<INSERT>>.
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Pension

5.

Your incremental date will be detailed on your payslip.

You will receive, in addition to your standard salary, a supplement for
duty contracted at the Band confirmed in the Placement Detail Letter
and as set out in Paragraph 3 (d) above, which will be payable monthly.
The rates may be amended from time to time by national agreement.

New entrants to the <<EMPLOYING BOARD>> who are aged from sixteen to seventy-
five will be contractually enrolled into membership of the NHS Superannuation
Scheme (Scotland) (the scheme) unless prevented by the scheme rules from
becoming a member.

The scheme is a qualifying pension scheme, which means it meets or exceeds the

Government’s standards and is administered by the Scottish Public Pensions
Agency (SPPA). Further details are contained with the SPPA starter letter and all
benefits as well as employee and employers’ contribution rates are explained on the
SPPA website http://www.sppa.gov.uk/

Should you be prevented by the scheme rules from becoming a member
<<EMPLOYING BOARD=>> will automatically enrol you, subject to eligibility, into
NEST (National Employment Savings Trust) automatic enrolment pension scheme

and we will provide you with further information at that time.

Monitoring of Working Patterns

6.

(a)

The placement Board is contractually obliged to monitor junior doctors'
New Deal compliance and the application of the banding system,
through robust local monitoring arrangements supported by national
guidance in PCS2016(DD)02. You are contractually obliged to co-
operate with those monitoring arrangements. Failure to do so without

good reason, will represent a breach of contract and may result in
disciplinary action. Your pay may also be affected.

These arrangements will be subject to:
o review by Central Team at Scottish Government; and
o the performance management system of the placement Board.

The placement Board, must collect and analyse data sufficient to
assess hours' compliance and/or to resolve pay and/or contractual
disputes. Therefore, when the placement Board reasonably requests
you to do so, you must record data on hours worked and forward that
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data to the placement Board.

(d) The placement Board, is required to ensure that practitioners in the
FY1 FY2 grades, comply with the controls on hours of actual work and
rest detailed in sub-paragraph 22a of the Terms and Conditions of
Service and the requirement of the working regulations as amended

from time to time.

(e)  You are required to work with the placement Board and <<EMPLOYING
BOARD>> to identify appropriate working arrangements or other
organisational changes in working practices in line with the
requirements of the Working Time Regulations and the New Deal and
to comply with reasonable changes following such discussion.

Revision of Pay Banding

7. (@)  The placement Board will notify you in writing of the decision on
banding.

(b)  Full details of the procedure for appealing against banding decisions are
in the Terms and Conditions of Service.

(c)  Full details of the procedure for rebanding posts are in the Terms and
Conditions of Service.

Notice

8. (a) When undertaking a Foundation Year 1 programme you are entitled to
receive 2 weeks’ notice of termination of employment and are required to give
the placement Board 2 weeks’ notice, copied to the <<EMPLOYING BOARD>>.

Once you have completed your Foundation Year 1 programme, your notice
entitlement increases to receiving 1 months’ notice of termination of
employment and requiring giving placement Board 1 months’ notice, copied
to the <<EMPLOYING BOARD>.

(b) The Employment Rights Act 1996 provides the employee entitlement to receive
from the employer minimum periods of notice, dependent upon an
employee’s length of continuous employment as follows:



http://www.msg.scot.nhs.uk/pay/medical/junior-doctors

http://www.msg.scot.nhs.uk/pay/medical/junior-doctors

http://www.msg.scot.nhs.uk/pay/medical/junior-doctors

http://www.msg.scot.nhs.uk/pay/medical/junior-doctors



Period of Continuous Employment Notice Entitlement

One month or more but less than 2 years Not less than one week

Two years or more but less than 12 years Not less than one week for each
year of continuous employment

12 years or more Not less than 12 weeks

Registration and Insurance

9. (@)  You are required to be registered with a licence to practise with the
General Medical Council/General Dental Council throughout the
duration of your employment.

(b)  You are normally covered by the NHS Hospital and Community Health
Services indemnity against claims of medical negligence arising from the
course of thisemployment. However in certain circumstances (especially
in services for which you receive a separate fee) you may not be covered
by the indemnity. The Health Department therefore advises that you
maintain membership of a medical defence organisation. A Copy of NHS
Circular 1989 (PCS) 32 on indemnity arrangements issued in December
1989 is available at http://www.sehd.scot.nhs.uk/pcs/PCS(1989)32.pdf

Additional Work

10.  Youagree not to undertake locum medical, dental or bank work for this or any
other employer where such work would cause your contracted hours (or
actual hours of work) to breach the controls set out in Paragraph 20 of the
Terms and Conditions of Service.

Residence

11. It is your responsibility to ensure that when on call you will be available by
telephone and able to reach your hospital in time to meet your clinical
commitments If indicated in the job description for your appointment that
thereis arequirementto beresident during out of hours work, an on-call room
will be provided for these hours and a charge may be made for lodgings, in
accordance with the Terms and Conditions of Service. Local on-call
arrangements will apply.
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Leave

12. You will be entitled to 5 weeks’ annual leave with full pay each year pro rata,
plus statutory and public holidays, pro-rata for part-time staff. This
entitlement is pro rata per placement.

Full details of annual leave, sick leave and other leave allowances and the
conditions governing those allowances and study leave, are set out in the
Terms and Conditions of Service.

Property

13. Neither <<EMPLOYING BOARD>> nor the placement Board will accept
responsibility for damage to or loss of personal property, with the exception
of small valuables handed to their officials for safe custody. You are therefore
recommended to take out aninsurance policy to cover your personal property

Deductions

14, <<EMPLOYING BOARD>> undertakes that it will not make deductions from or
variations to your salary other than those required by law without your
express written consent.

Sickness Absence

15.  The provisions relating to absence by you because of sickness appear in
paragraphs 225-244 of the Terms and Conditions of Service. You will also be
subject to the <<EMPLOYING BOARD>> Policy.

Grievance Procedure

16. (@)  Should you have any grievance relating to your employment you are
entitled to discuss the matter in the first instance with the consultant
(or consultants) to whom you are responsible, and where appropriate
to consult, either personally or in writing, with the Placement Board HR
Team.

(b) The agreed procedure for settling differences between you and
placement Board and / or <<EMPLOYING BOARD>> (as appropriate) will
be as per the Employing Board policy.

Disciplinary Procedure

17.  The provisions relating to disciplinary procedure appear in Section 42 of the
General Whitley Council Conditions of Service as incorporated by Paragraph
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189 of the Terms and Conditions of Service. You will also be subject to
<<EMPLOYING BOARD>>’s Management of Employee Conduct Policy.

Occupational Health & Protection of Vulnerable Groups (PVG)

18.  Theterms of this contract are subject to satisfactory Occupational Health
and satisfactory check by Disclosure Scotland, Protecting Vulnerable Groups
Scheme (PVG).

Should there be a change in your health status, which may affect your ability
to safely undertake the duties of your posts, you are required to inform the
placement Board Occupational Health Department and <<EMPLOYING
BOARD>>.

Should you be subject to any criminal proceedings during the course of your
employment you are required to inform your Lead Clinician/Clinical Director in the
placement Board immediately. Failure to do so may be dealt with under
<<EMPLOYING BOARD>>’s Disciplinary Procedure.

Confidentiality

19. In the course of your duties you may have access to confidential material
about patients, members of staff or other matters. On no account must
information relating to patients be divulged to anyone other than those who
are concerned directly with the care, diagnosis and/or treatment of the
patient, or other persons specifically authorised. Similarly, no information of
a personal or confidential nature about individual members of staff or the
organisation should be divulged without proper authority having been
obtained. If you are in any doubt whatsoever as to the person or body
requesting such information, you must seek advice. Failure to observe this
will be regarded as serious misconduct, which could lead to disciplinary
action being taken against you, including dismissal.

Fairwarning

20.  Some Boards operate system called Fairwarning, which is a monitoring
system that detects potential instances of unauthorised access to patient
information held within electronic information systems.

If you are allocated to a Placement Board where Fairwarning is
implemented, and the system detects you have accessed clinical or patient
records outwith your legitimate duties, this will be investigated and you
could face disciplinary action.
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Details of those Boards operating Fairwarning can be found on the Turas
Hub (INSERT LINK)

Transfer of Personal/Occupational Health Data

21.

Where you are required to rotate between placements, you acknowledge that
personal and confidential information regarding your employment and training
may be transferred between <<EMPLOYING BOARD>> and placements as necessary
for the continuation of your training. Such personal and confidential information
may include personal and sensitive personal data for the purposes of the General
Data Protection Regulation 2016 and the Data Protection Act 2018.

Protecting your Personal Data

22.

The <<EMPLOYING BOARD>> has an obligation to collect and keep data in order to
perform its statutory functions The Employing and Placement Boards will collect
and process information relating to you in accordance with the Data Protection
Notice which is annexed to this contract of employment. You shall comply with the
privacy standard when handling personal data relating to any employee, patient,
supplier or agent of your Employing and Placement Boards. Failure to comply with
the privacy standard may be dealt with under the <<EMPLOYING BOARD=>>’s
Disciplinary Policy, in serious cases, may be treated as gross misconduct leading to
summary dismissal.

Information will be shared with Placement Health Boards as defined in the Data
Sharing Agreement (INSERT LINK).

Acceptance

23.

If you agree to accept the appointment on the terms specified above, please click
below to confirm acceptance. A copy of the accepted document will be logged in
your trainee filing cabinet.

Yours sincerely

Signed by <<LEAD EMPLOYER>>

NAME

DESIGNATION





| hearby accept the appointment on the terms and conditions set out in this contract
and acknowledge that | have read and understood the Staff Privacy Notice in
Appendix 1 of this document. | agree to exclude my right to any claim under Section
197 of the Employment Rights Act 1996 in respect of the termination of this contract
which consists only of the expiry of the fixed term without it being renewed. This offer,
and acceptance of it, shall together constitute a contract between the parties.

| <<NAME>> ACCEPT THIS CONTRACT OF EMPLOYMENT
date
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Appendix 1: Staff Privacy Notice

Staff Privacy Notice
Introduction

During the course of NHS Scotland activities we will collect, store and process personal
information about our prospective, current and former staff. For the purposes of this Data
Protection Notice, ‘staff’ includes applicants, employees, workers (including agency,
casual and contracted staff), volunteers, trainees and those carrying out work experience.

We recognise the need to treat staff personal information in a fair and lawful manner. No
personal information held by us will be processed unless the requirements for fair and
lawful processing can be met. This Data Protection Notice provides a summary of how we
will ensure that we do that, by describing:

e the categories of personal information we may handle
e the purpose(s) for which it is being processed, and

e the person(s) it may be shared with.

This notice also explains what rights you have to control how we use your information.
Please read it carefully to understand what we do.

What laws are relevant to the handling of personal information?

The law determines how organisations can use personal information. The key legislation
governing the use of information is listed below:

e Data Protection Legislations

e The Human Rights Act 1998

e Freedom of Information (Scotland) Act 2002

e Computer Misuse Act 1998

e Regulation of Investigatory Powers Act 2000, and

e Access to Health Records Act 1990.

NHS Scotland is the ‘Data Controller’ (the holder, user and processor) of staff information.
What types of personal information do we handle?

In order to carry our activities and obligations as an employer we handle information in
relation to:
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¢ name, home address, telephone, personal email address, date of birth, employee
identification number and marital status, and any other information necessary for
our business purposes, which is voluntarily disclosed in the course of an
employee's application for and employment with us

e national insurance number

e special category information: for example, data about race, ethnic origin, religious
or philosophical beliefs, trade union membership, health, and sexual orientation
(collected only where required by law and used and disclosed only to fulfill legal
requirements)

e absenceinformation, e.g. annual leave, sickness absence, study leave, maternity
leave, paternity leave

e occupational health clearance information
e qualification and training information; and
e statutory and voluntary registration data.
e CCTVdata, if your Board uses this.

e Swipe access cards, if your Board use them.

When you are no longer our employee, we may continue to share your information as
described in this notice, i.e. so long as this is fair and lawful.

What is the purpose of processing data?

Your personal information is collected by NHS Scotland and shared with NHS SCOTLAND
for the purposes of employee management. It will be captured and stored on an
electronic system and will be used and shared by human resources (HR) professionals in
NHS Scotland and board(s) where you are working in any capacity.

Occupational health clearance information - referred to as the Occupational Health
Passport - will be shared by NHS Scotland with occupational health professionals in the
Board, and Boards where you have been offered employment.

We use information about you in order to:

e evaluate applications for employment

e manage all aspects of your employment with us, including but not limited to,
payroll, benefits, corporate travel and other reimbursable expenses, development
and training, absence monitoring, performance appraisal, disciplinary and
grievance processes, pensions administration, and other general administrative
and human resource related processes

e develop workforce and succession plans
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e maintain sickness records, and occupational health programme
e administer termination of employment and provide and maintain references

e maintain emergency contact and beneficiary details, which involves us holding
information on those nominated by you

e comply with applicable laws (e.g. health and safety), including judicial or
administrative orders regarding individual employees (e.g., child support
payments); and

e share and match personal information for the national fraud initiative.

Sharing your information
There are a number of reasons why we share information. This can be due to:

e ourobligations to comply with current legislation, and

e ourduty to comply with any Court Order which may be imposed.

Any disclosures of personal information are always made on case-by-case basis, using the
minimum personal information necessary for the specific purpose and circumstances and
with the appropriate security controls in place. Information is only shared with those
agencies and bodies who have a "need to know,” or where you have consented to the
disclosure of your personal information to such persons.

In order to comply with our obligations as an employer we will need to share your
information as follows:

Reasons why we share your personal |Who we share your information with
information (the list below is not exhaustive)

For the purposes outlined above Human resources, occupational health and
line managers

Professional registration purposes Regulatory bodies such as the General Medical
Council

Contractual terms and conditions of Appraisal

service

Scottish Training Database

The Scottish Advisory Committee on
Distinction Awards (SACDA)

Training and Development NHS Scotland training administrators
HR administrators
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Reasons why we share your personal
information

Who we share your information with
(the list below is not exhaustive)

National reporting

Scottish Workforce Information Standard
System (SWISS). For more information see:
www.swiss.scot.nhs.uk

Pay, time and attendance

Payroll NHS Scotland and the Scottish
Standard Time System (SSTS)

National and internal Employee
Directory

General public and internally to NHS Scotland
employees

National Fraud Initiative. Every year, the
NHS is required to participate in the
National Fraud initiative. As part of this,
we provide payroll information for data
matching. Data matching involves
comparing sets of data, such as payroll
or benefits records of an organisation,
against other records held by the same
or another organisation.

Audit Scotland.

Further information about the National Fraud
Initiative is available from Audit Scotland:
www.audit-scotland.gov.uk

Background on sharing and our responsibilities

Privacy laws do not generally require us to obtain your consent for the collection, use or
disclosure of personal information for the purpose of establishing, managing or
terminating your employment. In addition, we may collect, use or disclose your personal
information without your knowledge or consent where we are permitted or required by

law or regulatory requirements to do so.

The GDPR and Data Protection Legislation require personal information to be processed
fairly and lawfully. In practice, this means that NHS Scotland must:

e have alegal basis for collecting and using personal information;
e not use the data in ways that have unjustified adverse effects on the individuals

concerned;

e betransparent about how it intends to use the data - and give individuals appropriate
Data Protection Notices when collecting their personal information;

e handle people’s personal data only in ways they would reasonably expect; and

e make sure it does not do anything unlawful with the data.

NHS Scotland legal basis for collecting and using staff personal information and/or
special category such as health information, is because it is necessary to do so when staff
have an employment contract with the Board or potentially entering into an employment

contract.
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Information about the rights of individuals under the Data Protection Legislation can be
found within the NHS Scotland Data Protection Notice.

Security of your Information

We take our duty to protect your personal information and confidentiality very seriously
and we are committed to taking all reasonable measures to ensure the confidentiality and
security of personal information for which we are responsible, whether computerised or
on paper.

At director level, we have appointed a Senior Information Risk Owner (SIRO) who is
accountable for the management of all information assets and any associated risks and
incidents, and a Caldicott Guardian who is responsible for the management of patient
information and patient confidentiality. We also have a Data Protection Officer who is
responsible for the Boards data protection compliance and who liaises with the SIRO and
Caldicott Guardian.

All staff are required to undertake regular information governance training and to be
familiar with information governance policies and procedures.

Everyone working for the NHS is subject to the law of confidence. Information provided in
confidence will only be used for the purposes advised and consented to by the service
user, unless required or permitted by the law.

How do we collect your information?

Your information will be collected on a national workforce information system; this
system is not held locally within your Board. The national system manager is authorised
for full access nationally, providing access and accounts for NHS Boards system
administrators. Please contact your employing/placement board for the details of what
staff are in this role.

We also collect information in a number of other ways, for example correspondence,
forms, interview records, references, surveys.

Retaining information

We only keep your information for as long as it is necessary to fulfill the purposes for
which the personal information was collected. This includes for the purpose of meeting
any legal, accounting or other reporting requirements or obligations. The NHS Scotland

retention policy sets out the minimum retention timescales.

We may, instead of destroying or erasing your personal information, make it anonymous
so that it cannot be associated with or tracked back to you.
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How can you get access your personal information?

You have the right to access the information which NHS Scotland holds about you, and
why, subject to any exemptions. Requests can be made in a number of ways, including in
writing or verbally. You will need to provide:

e adequate information [for example full name, address, date of birth, staff number,
etc.] so that your identity can be verified and your personal information located.

e anindication of what information you are requesting to enable us to locate this in an
efficient manner.

e We may ask you to complete an application form to collect the data we need, although
you are not obliged to do so.

You should direct your request to the Data Protection Officer - details can be found on
page 9.

We aim to comply with requests for access to personal information as quickly as possible.
We will ensure that we deal with requests within 30 days of receipt unless there is a reason
for delay that is justifiable.

What if the data you hold about me is incorrect?

It is important that the information which we hold about you is up to date. Staff can
amend some elements of personal information as required via the national workforce
information system. If any other changes not accessible via this route are required then it
isimportant that you let us know by contacting your manager and the HR team.

Freedom of Information

The Freedom of information (Scotland) Act 2002 (FOISA) provides any person with the
right to obtain information held by NHS Scotland, subject to a number of exemptions.
Personal information is often exempt, however. If you would like to request some
information from us, please send your request to either your Board’s FOISA Officer or the
Data Protection Officer- contact details can be found on page 9.

It is possible, in certain circumstances, for staff data to be released under FOISA. If this
was to occur, the relevant Data Protection requirements and guidance from the

Information Commissioner’s Office (ICO) would be followed.

Any request to access personal information we hold about you will be handled under the
Data Protection Legislations and GDPR.

Complaints about how we process your personal information
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In the first instance, you should contact the Data Protection Officer - contact details can
be found on page 9. Information about the rights of individuals under the Data Protection
Act can be found online at:

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-
gdpr/individual-rights/

How to contact the Information Commissioner’s Office (1CO)

You can contact the ICO at the following address and email:

Information Commissioner’s Office

Wycliffe House

Water Lane,

Wilmslow SK9 5AF

www.ico.org.uk

How to contact us

Please contact us if you have any questions about our Data Protection Notice or

information held about you, please contact the Data Protection Officer in your local
board.
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LAT Contract

PRIVATE & CONFIDENTIAL

STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT
THIS CONTRACT IS BETWEEN:
Employing Board and

<<[Insert name and address of employee]>>

Please note that you are employed by EMPLOYING BOARD for the duration of your training
programme in PROGRAMME. Your training programme will comprise of a number of placements,
herein and thereafter referred to as the placement Board. Whilst you are placed within the
placement Board you must adhere to the rules of conduct, policies or procedures of that placement
Board in so far as those rules or policies do not supersede this contract of employment.





POST OF SPECIALIST TRAINEE

1. (@)  You are appointed by EMPLOYING BOARD as a Specialist Trainee
commencing on <<INSERT>>. This employment is for a fixed term of
<<INSERT>> months as advised in the Letter of Appointment and
Placement Details Letters, subject to the provisions in this contract and
will terminate on <<INSERT>>.

(b)  The date of the start of your period of continuous employment, for the
purposes of Part 1 of the Employment Rights Act 1996, is the date on
which you commenced employment with EMPLOYING BOARD. Previous
service within the NHS, whether with EMPLOYING BOARD or another
NHS employer, although not continuous for the purposes of the
Employment Responsibilities Agreement (ERA) may count as
reckonable for the purposes of certain NHS conditions of service,
subject to the rules set out in the Terms and Conditions of Service of
Hospital Medical and Dental Staff and Doctors in Public Health Medicine
and the Community Health Service in (Scotland) (‘the Terms and

Conditions of Service’).

During your employment under this contract, you will be placed as part
of your training with different placement Boards, each placement Board
will have responsibility for various provisions as indicated and set out
below.

You may be required to work at any site of a placement Board which
offers placements for your training programme. Where necessary, you
may need to relocate your residence to enable this to happen.
Provisions for assistance with relocation and / or excess travel expenses
are setoutin the Terms and Conditions of Service and in the ‘Relocation

Policy & Procedure’

Your employment is conditional upon you continuing to hold a place in
an approved postgraduate training programme.

Applicable Collective Agreement

2. The appointment is subject to the Terms and Conditions of Service of Hospital
Medical and Dental Staff and Doctors in Public Health Medicine and the
Community Health Service in (Scotland) as amended from time to time.
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Duties

3.

OR

Your contracted hours of work are HOURS per week.

You will be available for duty hours which in total will not exceed the
duty hours set out in your working pattern in paragraph 20 of the Terms
and Conditions of Service.

Your working pattern is as described in the Placement Detail letter with
controls on hours as defined in paragraph 20 of the Terms and
Conditions of Service.

You will receive a base salary (for practitioners contracted to work less
than 40 hours of duty per week, you will receive a pro-rata base salary)
as detailed in Appendix 1 of the Terms and Conditions of Service.

You will also receive a non-pensionable supplement/payband, as
indicated in the Placement Detail Letter in accordance with paragraph
22 of the Terms and Conditions of Service (for rotations, banding

supplements may differ for each individual placement).

Banding supplements may be altered (in accordance with paragraphs
6(e) and 7(c) below) in the light of changes in working patterns in line
with the requirements of the Working Time Regulations and the New
Deal. If the pay band changes you will be issued with a letter of variation
(in accordance with paragraph 7 below). Pay protection will apply in
accordance with paragraph 21 of the Terms and Conditions of Service
and the relevant pay and conditions circular.

Your base salary will be £<<INSERT>> per annum, paid monthly (on the
salaryscale  £31,220 - £49,091 StR or £31,220 - £41,305 CT) in
accordance with the current national agreed salary scale for your grade.
(These rates are subject to amendment from time to time by national
agreement.)

You will be paid on the StR payscale £31,220 - £49,091 StR or £31,220 -
£41,305 CT. On commencement, your base salary will be paid on point
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00 £31,220 minimum per annum, subject to verification of previous
service. Any adjustment will be notified via your salary advice slip. You
will be paid monthly and will progress by annual increments in
accordance with the current national agreed salary scale for your grade
(These rates are subject to amendment from time to time by national
agreement).

(b)  Yourincremental date will be <<INSERT>>.

OR
Your incremental date will be detailed on your payslip.
(c)  You will receive, in addition to your standard salary, a supplement for
duty contracted at the Band confirmed in the Placement Detail Letter
and as set out in Paragraph 3 (d) above, which will be payable monthly.
The rates may be amended from time to time by national agreement.
Pension
5. New entrants to <<employing Board>> who are aged from sixteen to seventy-five will

be contractually enrolled into membership of the NHS Superannuation Scheme
(Scotland) (the scheme) unless prevented by the scheme rules from becoming a
member.

The scheme is a qualifying pension scheme, which means it meets or exceeds the
Government’s standards and is administered by the Scottish Public Pensions
Agency (SPPA). Further details are contained with the SPPA starter letter and all
benefits as well as employee and employers’ contribution rates are explained on the
SPPA website http://www.sppa.gov.uk/

Should you be prevented by the scheme rules from becoming a member
EMPLOYING BOARD will automatically enrol you, subject to eligibility, into NEST
(National Employment Savings Trust) automatic enrolment pension scheme and we
will provide you with further information at that time.

Monitoring of Working Patterns

6.

(@) Theplacement Board is contractually obliged to monitor junior doctors'
New Deal compliance and the application of the banding system,
through robust local monitoring arrangements supported by national
guidance. You are contractually obliged to co-operate with those
monitoring arrangements. Failure to do so without good reason, will
represent a breach of contract and may result in disciplinary action.
Your pay may also be affected.
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These arrangements will be subject to:

. review by Central Team (formally known as Regional New Deal);
and

o the performance management system of the placement Board.

The placement Board, must collect and analyse data sufficient to
assess hours' compliance and/or to resolve pay and/or contractual
disputes. Therefore, when the placement Board reasonably requests
you to do so, you must record data on hours worked and forward that
data to the placement Board.

The placement Board, is required to ensure that practitioners in the
FY1 FY2, StR and Core Trainee grades, comply with the controls on
hours of actual work and rest detailed in sub-paragraph 22a of the
Terms and Conditions of Service.

You are required to work with the placement Board to identify
appropriate working arrangements or other organisational changes in
working practices in line with the requirements of the Working Time
Regulations and the New Deal and to comply with reasonable changes
following such discussion.

Revision of Pay Banding

7.

Notice

8.

(a)

(b)

(a)

The placement Board will notify you in writing of the decision on
banding.

Full details of the procedure for appealing against banding decisions are
in the Terms and Conditions of Service.

Full details of the procedure for rebanding posts are in the Terms and
Conditions of Service.

You are entitled to receive 1 months’ notice of termination of

employment and are required to give PLACEMENT BOARD 1 months’ notice,
copied to EMPLOYING BOARD.
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(b)  The Employment Rights Act 1996 provides the employee entitlement to
receive from the employer minimum periods of notice, dependent upon an
employee’s length of continuous employment as follows:

Period of Continuous Employment Notice Entitlement
One month or more but less than 2 years Not less than one week
Two years or more but less than 12 years Not less than one week for each

year of continuous employment
12 years or more Not less than 12 weeks
Registration and Insurance

9. (@)  You are required to be registered with a licence to practise with the
General Medical Council/General Dental Council throughout the
duration of your employment.

(b)  You are normally covered by the NHS Hospital and Community Health
Services indemnity against claims of medical negligence arising from the
course of this employment. However in certain circumstances
(especially in services for which you receive a separate fee) you may not
be covered by the indemnity. The Health Department therefore advises
that you maintain membership of a medical defence organisation.

(c) ACopy of NHS Circular 1989 (PCS) 32 on indemnity arrangements issued
in December 1989 is available at
http://www.sehd.scot.nhs.uk/pcs/PCS(1989)32.pdf

Additional Work

10.  You agree not to undertake locum medical, dental or bank work for this or any
other employer where such work would cause your contracted hours (or
actual hours of work) to breach the controls set out in Paragraph 20 of the
Terms and Conditions of Service.

Residence

11. It is your responsibility to ensure that when on call you will be available by
telephone and able to reach your hospital in time to meet your clinical
commitments Local on-call arrangements will apply.
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Leave

12.  You will be entitled to 5 weeks’ annual leave with full pay each year, plus
statutory and public holidays. This entitlementis pro rata per placement. This
rises to 6 weeks per annum when you are in the third increment of the salary
scale. For part time staff, this will be calculated on a pro rata basis based on
the days and/or hours worked per week and the duration of the placement.

Full details of annual leave, sick leave and other leave allowances and the
conditions governing those allowances and study leave, are set out in the
Terms and Conditions of Service.

Property

13. Neither EMPLOYING BOARD nor the placement Board will accept
responsibility for damage to or loss of personal property, with the exception
of small valuables handed to their officials for safe custody. You are therefore
recommended to take out an insurance policy to cover your personal
property.

Deductions

14, EMPLOYING BOARD undertakes that it will not make deductions from or
variations to your salary other than those required by law without your
express written consent.

Sickness Absence

15.  The provisions relating to absence by you because of sickness appear in
paragraphs 225-244 of the Terms and Conditions of Service. You will also be

subject to the Employing Board Policy.
Grievance Procedure

16. (@)  Should you have any grievance relating to your employment you are
entitled to discuss the matter in the first instance with the consultant
(or consultants) to whom you are responsible, and where appropriate
to consult, either personally or in writing, with the placement Board HR
Team.

(b) The agreed procedure for settling differences between you and the
placement Board and / or EMPLOYING BOARD (as appropriate) will be
informed by the nature of the grievance. Where the difference relates to
a matter affecting your Conditions of Service the Employing Board
Grievance Policy will apply.
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Disciplinary Procedure

17.

The provisions relating to disciplinary procedure appear in Section 42 of the
General Whitley Council Conditions of Service as incorporated by Paragraph
189 of the Terms and Conditions of Service. You will also be subject to
EMPLOYING BOARD’S Disciplinary Policy.

Occupational Health & Protection of Vulnerable Groups (PVG)

18.

The terms of this contract are subject to ongoing satisfactory Occupational
Health and satisfactory check by Disclosure Scotland, Protecting Vulnerable
Groups Scheme (PVG).

Should there be a change in your health status, which may affect your ability
to safely undertake the duties of your posts, you are required to inform the
Placement Board Occupational Health Department and EMPLOYING BOARD.

Should you be subject to any criminal proceedings during the course of your
employment you are required to inform your Lead Clinician/Clinical Director in the
placement Board immediately. Failure to do so may be dealt with under EMPLOYING
BOARD’s Disciplinary Policy.

Confidentiality

19.

In the course of your duties you may have access to confidential material
about patients, members of staff or other matters. On no account must
information relating to patients be divulged to anyone other than those who
are concerned directly with the care, diagnosis and/or treatment of the
patient, or other persons specifically authorised. Similarly, no information of
a personal or confidential nature about individual members of staff or the
organisation should be divulged without proper authority having been
obtained. If you are in any doubt whatsoever as to the person or body
requesting such information, you must seek advice. Failure to observe this
will be regarded as serious misconduct, which could lead to disciplinary
action being taken against you, including dismissal.

Fairwarning

20.

Some Boards operate system called Fairwarning, which is a monitoring
system that detects potential instances of unauthorised access to patient
information held within electronic information systems.

If you are allocated to a Placement Board where Fairwarning is
implemented, and the system detects you have accessed clinical or patient
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records outwith your legitimate duties, this will be investigated and you
could face disciplinary action.

Details of those Boards operating Fairwarning can be found on the Turas
Hub (INSERT LINK)

Transfer of Personal/Occupational Health Data

21.

Where you are required to rotate between placements, you acknowledge that
personal and confidential information regarding your employment and training
may be transferred between EMPLOYING BOARD and placements as necessary for
the continuation of your training. Such personal and confidential information may
include personal and sensitive personal data for the purposes of the General Data
Protection Regulation 2016 and the Data Protection Act 2018.

Protecting your Personal Data

22.

Employing Board has an obligation to collect and keep data in order to perform its
statutory functions The Employing and Placement Boards will collect and process
information relating to you in accordance with the Data Protection Notice which is
annexed to this contract of employment. You shall comply with the privacy standard
when handling personal data relating to any employee, patient, supplier or agent of
your Employing and Placement Boards. Failure to comply with the privacy standard
may be dealt with under <<Employing Board>>’s Disciplinary Policy, in serious
cases, may be treated as gross misconduct leading to summary dismissal.

Information will be shared with Placement Health Boards as defined in the Data
Sharing Agreement (https://hub.nes.digital/lead-employer-arrangements/pre-
employment-information/data-sharing-agreement/).

Acceptance

23.

If you agree to accept the appointment on the terms specified above, please click
confirm acceptance below. A copy of the accepted document will be logged in your
trainee filing cabinet.

Yours sincerely

Signed by <<LEAD EMPLOYER>>

NAME

DESIGNATION
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| hearby accept the appointment on the terms and conditions set out in this contract
and acknowledge that | have read and understood the Staff Privacy Notice in
Appendix 1 of this document. | agree to exclude my right to any claim under Section
197 of the Employment Rights Act 1996 in respect of the termination of this contract
which consists only of the expiry of the fixed term without it being renewed. This offer,
and acceptance of it, shall together constitute a contract between the parties.

| <<NAME>> ACCEPT THIS CONTRACT OF EMPLOYMENT
date
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Appendix 1: Staff Privacy Notice

Staff Privacy Notice
Introduction

During the course of NHS Scotland activities we will collect, store and process personal
information about our prospective, current and former staff. For the purposes of this Data
Protection Notice, ‘staff’ includes applicants, employees, workers (including agency,
casual and contracted staff), volunteers, trainees and those carrying out work experience.

We recognise the need to treat staff personal information in a fair and lawful manner. No
personal information held by us will be processed unless the requirements for fair and
lawful processing can be met. This Data Protection Notice provides a summary of how we
will ensure that we do that, by describing:

e the categories of personal information we may handle
e the purpose(s) for which it is being processed, and

e the person(s) it may be shared with.

This notice also explains what rights you have to control how we use your information.
Please read it carefully to understand what we do.

What laws are relevant to the handling of personal information?

The law determines how organisations can use personal information. The key legislation
governing the use of information is listed below:

e Data Protection Legislations

e The Human Rights Act 1998

e Freedom of Information (Scotland) Act 2002

e Computer Misuse Act 1998

e Regulation of Investigatory Powers Act 2000, and

e Access to Health Records Act 1990.

NHS Scotland is the ‘Data Controller’ (the holder, user and processor) of staff information.
What types of personal information do we handle?

In order to carry our activities and obligations as an employer we handle information in
relation to:
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¢ name, home address, telephone, personal email address, date of birth, employee
identification number and marital status, and any other information necessary for
our business purposes, which is voluntarily disclosed in the course of an
employee's application for and employment with us

e national insurance number

e special category information: for example, data about race, ethnic origin, religious
or philosophical beliefs, trade union membership, health, and sexual orientation
(collected only where required by law and used and disclosed only to fulfill legal
requirements)

e absenceinformation, e.g. annual leave, sickness absence, study leave, maternity
leave, paternity leave

e occupational health clearance information
e qualification and training information; and
e statutory and voluntary registration data.
e CCTVdata, if your Board uses this.

e Swipe access cards, if your Board use them.

When you are no longer our employee, we may continue to share your information as
described in this notice, i.e. so long as this is fair and lawful.

What is the purpose of processing data?

Your personal information is collected by NHS Scotland and shared with NHS SCOTLAND
for the purposes of employee management. It will be captured and stored on an
electronic system and will be used and shared by human resources (HR) professionals in
NHS Scotland and board(s) where you are working in any capacity.

Occupational health clearance information - referred to as the Occupational Health
Passport — will be shared by NHS Scotland with occupational health professionals in the
Board, and Boards where you have been offered employment.

We use information about you in order to:

e evaluate applications for employment

e manage all aspects of your employment with us, including but not limited to,
payroll, benefits, corporate travel and other reimbursable expenses, development
and training, absence monitoring, performance appraisal, disciplinary and
grievance processes, pensions administration, and other general administrative
and human resource related processes

e develop workforce and succession plans
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e maintain sickness records, and occupational health programme
¢ administer termination of employment and provide and maintain references

e maintain emergency contact and beneficiary details, which involves us holding
information on those nominated by you

e comply with applicable laws (e.g. health and safety), including judicial or
administrative orders regarding individual employees (e.g., child support
payments); and

e share and match personal information for the national fraud initiative.

Sharing your information
There are a number of reasons why we share information. This can be due to:

e ourobligations to comply with current legislation, and

e ourduty to comply with any Court Order which may be imposed.

Any disclosures of personal information are always made on case-by-case basis, using the
minimum personal information necessary for the specific purpose and circumstances and
with the appropriate security controls in place. Information is only shared with those
agencies and bodies who have a "need to know,” or where you have consented to the
disclosure of your personal information to such persons.

In order to comply with our obligations as an employer we will need to share your
information as follows:

Reasons why we share your personal |Who we share your information with
information (the list below is not exhaustive)

For the purposes outlined above Human resources, occupational health and
line managers

Professional registration purposes Regulatory bodies such as the General Medical
Council

Contractual terms and conditions of Appraisal

service

Scottish Training Database

The Scottish Advisory Committee on
Distinction Awards (SACDA)

Training and Development NHS Scotland training administrators
HR administrators
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Reasons why we share your personal
information

Who we share your information with
(the list below is not exhaustive)

National reporting

Scottish Workforce Information Standard
System (SWISS). For more information see:
www.swiss.scot.nhs.uk

Pay, time and attendance

Payroll NHS Scotland and the Scottish
Standard Time System (SSTS)

National and internal Employee
Directory

General public and internally to NHS Scotland
employees

National Fraud Initiative. Every year, the
NHS is required to participate in the
National Fraud initiative. As part of this,
we provide payroll information for data
matching. Data matching involves
comparing sets of data, such as payroll
or benefits records of an organisation,
against other records held by the same
or another organisation.

Audit Scotland.

Further information about the National Fraud
Initiative is available from Audit Scotland:
www.audit-scotland.gov.uk

Background on sharing and our responsibilities

Privacy laws do not generally require us to obtain your consent for the collection, use or
disclosure of personal information for the purpose of establishing, managing or
terminating your employment. In addition, we may collect, use or disclose your personal
information without your knowledge or consent where we are permitted or required by

law or regulatory requirements to do so.

The GDPR and Data Protection Legislation require personal information to be processed
fairly and lawfully. In practice, this means that NHS Scotland must:

e have alegal basis for collecting and using personal information;
e not use the data in ways that have unjustified adverse effects on the individuals

concerned;

e betransparent about how it intends to use the data - and give individuals appropriate
Data Protection Notices when collecting their personal information;

e handle people’s personal data only in ways they would reasonably expect; and

e make sure it does not do anything unlawful with the data.

NHS Scotland legal basis for collecting and using staff personal information and/or
special category such as health information, is because it is necessary to do so when staff
have an employment contract with the Board or potentially entering into an employment

contract.
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Information about the rights of individuals under the Data Protection Legislation can be
found within the NHS Scotland Data Protection Notice.

Security of your Information

We take our duty to protect your personal information and confidentiality very seriously
and we are committed to taking all reasonable measures to ensure the confidentiality and
security of personal information for which we are responsible, whether computerised or
on paper.

At director level, we have appointed a Senior Information Risk Owner (SIRO) who is
accountable for the management of all information assets and any associated risks and
incidents, and a Caldicott Guardian who is responsible for the management of patient
information and patient confidentiality. We also have a Data Protection Officer who is
responsible for the Boards data protection compliance and who liaises with the SIRO and
Caldicott Guardian.

All staff are required to undertake regular information governance training and to be
familiar with information governance policies and procedures.

Everyone working for the NHS is subject to the law of confidence. Information provided in
confidence will only be used for the purposes advised and consented to by the service
user, unless required or permitted by the law.

How do we collect your information?

Your information will be collected on a national workforce information system; this
system is not held locally within your Board. The national system manager is authorised
for full access nationally, providing access and accounts for NHS Boards system
administrators. Please contact your employing/placement board for the details of what
staff are in this role.

We also collect information in a number of other ways, for example correspondence,
forms, interview records, references, surveys.

Retaining information

We only keep your information for as long as it is necessary to fulfill the purposes for
which the personal information was collected. This includes for the purpose of meeting
any legal, accounting or other reporting requirements or obligations. The NHS Scotland
retention policy sets out the minimum retention timescales.

We may, instead of destroying or erasing your personal information, make it anonymous
so that it cannot be associated with or tracked back to you.
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How can you get access your personal information?

You have the right to access the information which NHS Scotland holds about you, and
why, subject to any exemptions. Requests can be made in a number of ways, including in
writing or verbally. You will need to provide:

e adequate information [for example full name, address, date of birth, staff number,
etc.] so that your identity can be verified and your personal information located.

e anindication of what information you are requesting to enable us to locate this in an
efficient manner.

e We may ask you to complete an application form to collect the data we need, although
you are not obliged to do so.

You should direct your request to the Data Protection Officer - details can be found on
page9.

We aim to comply with requests for access to personal information as quickly as possible.
We will ensure that we deal with requests within 30 days of receipt unless there is a reason
for delay that is justifiable.

What if the data you hold about me is incorrect?

It is important that the information which we hold about you is up to date. Staff can
amend some elements of personal information as required via the national workforce
information system. If any other changes not accessible via this route are required then it
isimportant that you let us know by contacting your manager and the HR team.

Freedom of Information

The Freedom of information (Scotland) Act 2002 (FOISA) provides any person with the
right to obtain information held by NHS Scotland, subject to a number of exemptions.
Personal information is often exempt, however. If you would like to request some
information from us, please send your request to either your Board’s FOISA Officer or the
Data Protection Officer- contact details can be found on page 9.

It is possible, in certain circumstances, for staff data to be released under FOISA. If this
was to occur, the relevant Data Protection requirements and guidance from the
Information Commissioner’s Office (ICO) would be followed.

Any request to access personal information we hold about you will be handled under the
Data Protection Legislations and GDPR.

Complaints about how we process your personal information
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In the first instance, you should contact the Data Protection Officer - contact details can
be found on page 9. Information about the rights of individuals under the Data Protection
Act can be found online at:

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-
gdpr/individual-rights/

How to contact the Information Commissioner’s Office (1CO)

You can contact the ICO at the following address and email:

Information Commissioner’s Office

Wycliffe House

Water Lane,

Wilmslow SK9 5AF

www.ico.org.uk

How to contact us

Please contact us if you have any questions about our Data Protection Notice or

information held about you, please contact the Data Protection Officer in your local
board.

17



https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/individual-rights/

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/individual-rights/




image17.emf
Public Health A4C  Contract (1) (2).docx


Public Health A4C Contract (1) (2).docx
[bookmark: _GoBack]PRIVATE & CONFIDENTIAL











STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT

THIS CONTRACT IS BETWEEN:

Employing Board and

[Insert name and address of employee]



Please note that you are employed by EMPLOYING BOARD for the duration of your training programme in PROGRAMME. Your training programme will comprise of a number of placements, herein and thereafter referred to as the placement Board.  




POST OF SPECIALIST TRAINEE



[bookmark: _Hlk489522721][bookmark: _Hlk489522155][bookmark: _Hlk517776891]1.	(a)	You are appointed by EMPLOYING BOARD as a Specialist Trainee commencing on <<INSERT>>. This employment is for a fixed term of <<INSERT>> months as advised in the Letter of Appointment and Placement Details Letters, subject to the provisions in this contract and will terminate on <<INSERT>>.

[bookmark: _Hlk517776914][bookmark: _Hlk489526870]	(b)		The date of the start of your period of continuous employment, for the purposes of Part 1 of the Employment Rights Act 1996, is the date on which you commenced employment with EMPLOYING BOARD. Previous service within the NHS, whether with EMPLOYING BOARD or another NHS employer, although not continuous for the purposes of the Employment Responsibilities Agreement (ERA) may count as reckonable for the purposes of certain NHS conditions of service, subject to the rules set out in the NHS Staff Council Terms and Conditions of Service. 

		During your employment under this contract, you may be placed as part of your training with different placement Boards, each placement Board will have responsibility for various provisions as indicated and set out below. 

Your normal base will be defined in the Placement Detail Letter although you may be required to work at any of the placement Board premises. Your post may involve you travelling out with your main base for the proper performance of your duties, for which you will receive appropriate reimbursement of expenses.



		Your employment is conditional upon you continuing to hold a place in an approved postgraduate training programme.

Applicable Collective Agreement



2.	The appointment is subject to the NHS Staff Council Terms and Conditions of Service as amended from time to time.



Pay Band and Basic Pay



3. 	You will be paid monthly by bank credit transfer on a current basis on the last Thursday of the month. Your remuneration and any subsequent amendments will be in accordance with the appropriate Agenda for Change NHS Terms and Conditions of Service. The salary scale for Band 8D is £70,657 to £86,532 per annum (pro rata for part time posts). As this is a training post you will be paid under Annex U at a percentage (as detailed below) of your salary per annum (pro rata for part time posts). Any additional payments to which you are entitled (e.g. overtime, shift work, on-call duty etc.) will be in accordance with NHS Circular PCS (AfC) 2007/1 – Remuneration of Public Health Specialist Trainees under the Agenda for Change Agreement. 



The following percentages of pay should apply in each year of training based upon the top pay in Band 8D. 



Year 1: Agenda for Change Band 8D (45%) Annex U

Year 2: Agenda for Change Band 8D (47%) Annex U

Year 3: Agenda for Change Band 8D (49%) Annex U

Year 4: Agenda for Change Band 8D (52%) Annex U

Year 5: Agenda for Change Band 8D (56%) Annex U



Incremental Date



4. 	Salary progression is by annual increments and your incremental date will be confirmed on your first payslip.



Hours of Work



5. 	Your contracted hours of work are HOURS per week. For full-time staff, your normal working days are Monday-Sunday. For part time staff, normal working days will be as agreed with your line manager.



[bookmark: _Hlk517888391]The full-time hours for this post are 37.5 hours per week subject to the protection and assimilation arrangements stated in the NHS Staff Council Terms and Conditions of Service. 



You may be required, at short notice, and for a temporary period to work additional hours and/or vary the pattern of your working week to cover for staff shortages or other unforeseen circumstances to meet the needs of the service.



On-Call/Standby (if applicable)



6. 	In recognition of the potential onerous nature of on-call/standby arrangements, the specific roster commitments at departmental level will be arranged on a local level. You may be required to participate in roster commitments necessary to meet the service demands from time to time. When on-call from home you will be expected to report to the department within 30 minutes of being called unless otherwise agreed with your Head of Department. 



Pre-Employment Checks

7. 	Your employment is subject to satisfactory pre-employment checks which were outlined in your offer letter.  



Conditions of employment

8. 	Your continued employment is conditional upon:

· Maintaining any required professional registration;

· Holding a NES National Training Number;

· Membership of the PVG scheme. NES must remain an interested party for you in the PVG scheme for the duration of your training;

· Having appropriate immigration status.

Should you fail to meet any of these conditions, your employment may be terminated, without notice.

Travel expenses 

9. 	You are expected to claim all expenses through the placement Board expenses processes.  

Policies and Procedures

10. 	You are required to familiarise yourself and comply with the Employing Board’s policies and procedures and those of the Placement Board or any other sites identified in your work schedule where the Placement Board or other sites offers services. A full list of applicable EMPLOYING BOARD Policies is available at INSERT LINK. 

A full list of Placement Board policies is available from the placement Board.



Acceptance of Gifts and/or Hospitality

11. 	Advice on acceptance of gifts and/or hospitality and the declaration of interests is given in NHS Circulars 1989(GEN) 32 and MEL (1994) 48/80. It is the responsibility of all staff to ensure that they are impartial and strictly independent in their dealings with commercial bodies and external organisations. You are therefore advised to check with your line manage before accepting any gifts and/or hospitality.

Health and Safety



12. 	You are subject to the provisions of current health and safety legislation as well as any general/departmental safety policies that may be in force.   



EMPLOYING BOARD recognises and accepts its responsibility to ensure, so far as reasonably practicable, the health, safety and welfare at work of its employees in terms of Section 2(3) of the Health and Safety at Work Act 1974. Under the Act, a specific statutory duty is placed on all employees to take reasonable care of the health and safety of themselves and others who may be affected by their activities at work, and to co-operate with the employer and others in meeting statutory requirements. 



You are required to report all accidents and use safety equipment provided for protection.   



 Trade Union Rights



13.	All employees have the following rights:



(a) to belong to a registered trade union of their choice;



(b) to choose not to belong to any registered trade union or unregistered organisation or to any particular union or organisation;



(c) to take part at any appropriate time in the activities of a registered trade union including seeking and holding office. 'Appropriate time' means a time outside working hours or such time within working hours as may be specifically approved by EMPLOYING BOARD.



Equal Opportunities                                                                                                                                 



14. 	As an employee of EMPLOYING BOARD you will be required to actively pursue EMPLOYING BOARD’s aim of promoting equal opportunities and will undertake any associated training. Copies of the relevant Policies are available on your Employers Intranet. 



Superannuation



15.	New entrants to the Employing Board who are aged from sixteen to seventy-five will be contractually enrolled into membership of the NHS Superannuation Scheme (Scotland) (the scheme) unless prevented by the scheme rules from becoming a member. 



The scheme is a qualifying pension scheme, which means it meets or exceeds the Government’s standards and is administered by the Scottish Public Pensions Agency (SPPA). Further details are contained with the SPPA started letter and all benefits as well as employee and employers’ contribution rates are explained on the SPPA website http://www.sppa.gov.uk/ 



Should you be prevented by the scheme rules from becoming a member, EMPLOYING BOARD will automatically enrol you, subject to the eligibility, into NEST (National Employment Savings Trust) automatic enrolment pension scheme and we will provide you with further information at that time.



Notice



16.	You are entitled to receive 3 months’ notice of termination of employment and are required to give the placement Board 3 months’ notice, copied to NES. 



If you fail to provide the prescribed notice, EMPLOYING BOARD may offset against any amount due to you, (including annual holiday entitlement), a sum for the period of notice unserved. 



The general entitlement is subject to the following qualifications:



1. In the case of gross misconduct an employee may be summarily dismissed and his/her employment terminated without notice

2. EMPLOYING BOARD has discretion to make payments in lieu of notice. 



Secondary Employment and Controls on Hours of Work



17.	You are expected to co-operate with EMPLOYING BOARD in protecting your health and safety and that of patients, colleagues and members of the public by abiding by the principles of the Working Time Regulations and NHS Circular: MEL (1999) 1, Working Time Regulations – Implementation in NHS Scotland. The legislation and circular place limits on the hours of work per week, and detail required breaks and rest periods. 

 

You will not normally be permitted to engage in any other work since this may conflict with, or involve the interests of EMPLOYING BOARD. If you wish to do so, permission must be sought in advance through your line manager.



Employees should not accept appointments other than trade union or professional association posts, either on a paid or voluntary basis without the express agreement of the Employing Board, which:



(1) impinges directly or indirectly on the work of EMPLOYING BOARD, or



(2) would involve undertaking duties during their normal working hours. 



Leave



18.	Your annual holiday entitlement is 27 working days, rising to 29 days after 5 years’ service and to 33 days after 10 years’ service pro rata to hours worked. Calculations are based on the leave year 1 April to 31 March. 



Full details of annual leave, sick leave and other leave allowances and the conditions governing those allowances and study leave, are set out in the Terms and Conditions of Service Handbook.



Property

19.	Neither EMPLOYING BOARD nor the placement Board will accept responsibility for damage to or loss of personal property, with the exception of small valuables handed to their officials for safe custody.  You are therefore recommended to take out an insurance policy to cover your personal property. 

Sickness Absence                                                                                                                                                                                       



20.	The provisions relating to absence by you because of sickness absence appear in section 14 of the Terms and Conditions of Service. You will also be subject to EMPLOYING BOARD’s policy.



Grievance Procedure                                                                                                                                                                              

21.  (a)	If you have a grievance relating to your employment, where possible, you should discuss this with your line manager. If the matter is not settled at this level you may pursue it in accordance with the EMPLOYING BOARD’s Grievance Policy which is available on their Intranet.



1. The agreed procedure for settling differences between you and placement Board and / or EMPLOYING BOARD (as appropriate) will be informed by the nature of the grievance. Where the difference relates to a matter affecting your Conditions of Service the Employing Board Grievance Policy will apply.



Disciplinary Procedure



22.	Throughout your employment, you will be subject to EMPLOYING BOARD’s Management of Employee Conduct Policy. Copies of this can be found on EMPLOYING BOARD’s Intranet.



Occupational Health & Protection of Vulnerable Groups (PVG)



23.	The terms of this contract are subject to satisfactory Occupational Health and satisfactory check by Disclosure Scotland, Protecting Vulnerable Groups Scheme (PVG).



Should there be a change in your health status, which may affect your ability to safely undertake the duties of your posts, you are required to inform the Occupational Health Department and EMPLOYING BOARD.



Should you be subject to any criminal proceedings during the course of your employment you are required to inform your line manager in the placement board immediately. Failure to do so may be dealt with under EMPLOYING BOARDS’s Disciplinary Procedure.



Confidentiality



24.	In the course of your duties you may have access to confidential material about patients, members of staff or other matters. On no account must information relating to patients be divulged to anyone other than those who are concerned directly with the care, diagnosis and/or treatment of the patient, or other persons specifically authorised.  Similarly, no information of a personal or confidential nature about individual members of staff or the organisation should be divulged without proper authority having been obtained. If you are in any doubt whatsoever as to the person or body requesting such information, you must seek advice. Failure to observe this will be regarded as serious misconduct, which could lead to disciplinary action being taken against you, including dismissal.



Transfer of Personal/Occupational Health Data



25.	Where you are required to rotate between placements, you acknowledge that personal and confidential information regarding your employment and training may be transferred between EMPLOYING BOARD and placements as necessary for the continuation of your training. Such personal and confidential information may include personal and sensitive personal data for the purposes of the General Data Protection Regulation 2016 and the Data Protection Act 2018.

Protecting your Personal Data

26.	Employing Board has an obligation to collect and keep data in order to perform its statutory functions. The Employing and Placement Boards will collect and process information relating to you in accordance with the Data Protection Notice which is annexed to this contract of employment. You shall comply with the privacy standard when handling personal data relating to any employee, patient, supplier or agent of your Employing and Placement Boards. Failure to comply with the privacy standard may be dealt with under NES’ Management of Employee Conduct Policy, in serious cases, may be treated as gross misconduct leading to summary dismissal.

Information will be shared with Placement Health Boards as defined in the Data Sharing Agreement (https://hub.nes.digital/lead-employer-arrangements/pre-employment-information/data-sharing-agreement/).



Acceptance



27.	If you agree to accept the appointment on the terms specified above, please click below to confirm acceptance. A copy of the accepted contract will be logged in your trainee filing cabinet.



Yours sincerely



Signed and dated by LEAD EMPLOYER

..............................................................................................................................

[bookmark: _Hlk518318785]I hearby accept the appointment on the terms and conditions set out in this contract and acknowledge that I have read and understood the Staff Privacy Notice in Appendix 1 of this document. I agree to exclude my right to any claim under Section 197 of the Employment Rights Act 1996 in respect of the termination of this contract which consists only of the expiry of the fixed term without it being renewed. This offer, and acceptance of it, shall together constitute a contract between the parties.

		I <<NAME>> ACCEPT THIS CONTRACT OF EMPLOYMENT

date







		




Appendix 1: Staff Privacy Notice



Staff Privacy Notice



Introduction



During the course of NHS Scotland activities we will collect, store and process personal information about our prospective, current and former staff. For the purposes of this Data Protection Notice, ‘staff’ includes applicants, employees, workers (including agency, casual and contracted staff), volunteers, trainees and those carrying out work experience.



We recognise the need to treat staff personal information in a fair and lawful manner. No personal information held by us will be processed unless the requirements for fair and lawful processing can be met. This Data Protection Notice provides a summary of how we will ensure that we do that, by describing:



· the categories of personal information we may handle

· the purpose(s) for which it is being processed, and

· the person(s) it may be shared with.



This notice also explains what rights you have to control how we use your information. Please read it carefully to understand what we do.



What laws are relevant to the handling of personal information?



The law determines how organisations can use personal information. The key legislation governing the use of information is listed below:



· Data Protection Legislations

· The Human Rights Act 1998

· Freedom of Information (Scotland) Act 2002

· Computer Misuse Act 1998

· Regulation of Investigatory Powers Act 2000, and

· Access to Health Records Act 1990.



NHS Scotland is the ‘Data Controller’ (the holder, user and processor) of staff information.



What types of personal information do we handle?



In order to carry our activities and obligations as an employer we handle information  in relation to:



· name, home address, telephone, personal email address, date of birth, employee identification number and marital status, and any other information necessary for our business purposes, which is voluntarily disclosed in the course of an employee's application for and employment with us

· national insurance number

· special category information: for example, data about race, ethnic origin, religious or philosophical beliefs, trade union membership, health, and sexual orientation (collected only where required by law and used and disclosed only to fulfill legal requirements)

· absence information, e.g. annual leave, sickness absence, study leave, maternity leave, paternity leave

· occupational health clearance information

· qualification and training information; and 

· statutory and voluntary registration data.

· CCTV data, if your Board uses this.

· Swipe access cards, if your Board use them.



When you are no longer our employee, we may continue to share your information as described in this notice, i.e. so long as this is fair and lawful.



What is the purpose of processing data?



Your personal information is collected by NHS Scotland and shared with NHS SCOTLAND for the purposes of employee management.  It will be captured and stored on an electronic system and will be used and shared by human resources (HR) professionals in NHS Scotland and board(s) where you are working in any capacity. 



Occupational health clearance information – referred to as the Occupational Health Passport – will be shared by NHS Scotland with occupational health professionals in the Board, and Boards where you have been offered employment.



We use information about you in order to: 



· evaluate applications for employment

· manage all aspects of your employment with us, including but not limited to, payroll, benefits, corporate travel and other reimbursable expenses, development and training, absence monitoring, performance appraisal, disciplinary and grievance processes, pensions administration, and other general administrative and human resource related processes

· develop workforce and succession plans

· maintain sickness records, and occupational health programme

· administer termination of employment and provide and maintain references

· maintain emergency contact and beneficiary details, which involves us holding information on those nominated by you 

· comply with applicable laws (e.g. health and safety), including judicial or administrative orders regarding individual employees (e.g., child support payments); and

· share and match personal information for the national fraud initiative.



Sharing your information



There are a number of reasons why we share information. This can be due to:



· our obligations to comply with current legislation, and

· our duty to comply with any Court Order which may be imposed.



Any disclosures of personal information are always made on case-by-case basis, using the minimum personal information necessary for the specific purpose and circumstances and with the appropriate security controls in place. Information is only shared with those agencies and bodies who have a "need to know,” or where you have consented to the disclosure of your personal information to such persons.



In order to comply with our obligations as an employer we will need to share your information as follows:



		Reasons why we share your personal information

		Who we share your information with

(the list below is not exhaustive)



		For the purposes outlined above

		Human resources, occupational health and line managers



		Professional registration purposes

		Regulatory bodies such as the General Medical Council



		Contractual terms and conditions of service

		Appraisal



Scottish Training Database



The Scottish Advisory Committee on Distinction Awards (SACDA)



		Training and Development

		NHS Scotland training administrators 

HR administrators 



		National reporting

		Scottish Workforce Information Standard System (SWISS). For more information see: www.swiss.scot.nhs.uk



		Pay, time and attendance

		Payroll NHS Scotland and the Scottish Standard Time System (SSTS)



		National and internal Employee Directory

		General public and internally to NHS Scotland employees



		National Fraud Initiative. Every year, the NHS is required to participate in the National Fraud initiative.  As part of this, we provide payroll information for data matching. Data matching involves comparing sets of data, such as payroll or benefits records of an organisation, against other records held by the same or another organisation.

		Audit Scotland.



Further information about the National Fraud Initiative is available from Audit Scotland: www.audit-scotland.gov.uk











Background on sharing and our responsibilities



Privacy laws do not generally require us to obtain your consent for the collection, use or disclosure of personal information for the purpose of establishing, managing or terminating your employment. In addition, we may collect, use or disclose your personal information without your knowledge or consent where we are permitted or required by law or regulatory requirements to do so.



The GDPR and Data Protection Legislation require personal information to be processed fairly and lawfully. In practice, this means that NHS Scotland must:



· have a legal basis for collecting and using personal information;

· not use the data in ways that have unjustified adverse effects on the individuals concerned;

· be transparent about how it intends to use the data – and give individuals appropriate Data Protection Notices when collecting their personal information;

· handle people’s personal data only in ways they would reasonably expect; and

· make sure it does not do anything unlawful with the data.



NHS Scotland legal basis for collecting and using staff personal information and/or special category such as health information, is because it is necessary to do so when staff have an employment contract with the Board or potentially entering into an employment contract.



Information about the rights of individuals under the Data Protection Legislation can be found within the NHS Scotland Data Protection Notice.







Security of your Information



We take our duty to protect your personal information and confidentiality very seriously and we are committed to taking all reasonable measures to ensure the confidentiality and security of personal information for which we are responsible, whether computerised or on paper.



At director level, we have appointed a Senior Information Risk Owner (SIRO) who is accountable for the management of all information assets and any associated risks and incidents, and a Caldicott Guardian who is responsible for the management of patient information and patient confidentiality.  We also have a Data Protection Officer who is responsible for the Boards data protection compliance and who liaises with the SIRO and Caldicott Guardian.



All staff are required to undertake regular information governance training and to be familiar with information governance policies and procedures.



Everyone working for the NHS is subject to the law of confidence. Information provided in confidence will only be used for the purposes advised and consented to by the service user, unless required or permitted by the law.



How do we collect your information?



Your information will be collected on a national workforce information system; this system is not held locally within your Board. The national system manager is authorised for full access nationally, providing access and accounts for NHS Boards system administrators. Please contact your employing/placement board for the details of what staff are in this role.



We also collect information in a number of other ways, for example correspondence, forms, interview records, references, surveys. 



Retaining information



We only keep your information for as long as it is necessary to fulfill the purposes for which the personal information was collected. This includes for the purpose of meeting any legal, accounting or other reporting requirements or obligations. The NHS Scotland retention policy sets out the minimum retention timescales. 



We may, instead of destroying or erasing your personal information, make it anonymous so that it cannot be associated with or tracked back to you.



How can you get access your personal information?



You have the right to access the information which NHS Scotland holds about you, and why, subject to any exemptions. Requests can be made in a number of ways, including in writing or verbally.  You will need to provide:



· adequate information [for example full name, address, date of birth, staff number, etc.] so that your identity can be verified and your personal information located.



· an indication of what information you are requesting to enable us to locate this in an efficient manner.



· We may ask you to complete an application form to collect the data we need, although you are not obliged to do so. 



You should direct your request to the Data Protection Officer – details can be found on page 9.



We aim to comply with requests for access to personal information as quickly as possible. We will ensure that we deal with requests within 30 days of receipt unless there is a reason for delay that is justifiable. 



What if the data you hold about me is incorrect?



It is important that the information which we hold about you is up to date. Staff can amend some elements of personal information as required via the national workforce information system.  If any other changes not accessible via this route are required then it is important that you let us know by contacting your manager and the HR team. 



Freedom of Information



The Freedom of information (Scotland) Act 2002 (FOISA) provides any person with the right to obtain information held by NHS Scotland, subject to a number of exemptions. Personal information is often exempt, however. If you would like to request some information from us, please send your request to either your Board’s FOISA Officer or the Data Protection Officer– contact details can be found on page 9.



It is possible, in certain circumstances, for staff data to be released under FOISA.  If this was to occur, the relevant Data Protection requirements and guidance from the Information Commissioner’s Office (ICO) would be followed.



 Any request to access personal information we hold about you will be handled under the Data Protection Legislations and GDPR.



Complaints about how we process your personal information



In the first instance, you should contact the Data Protection Officer – contact details can be found on page 9. Information about the rights of individuals under the Data Protection Act can be found online at:



https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/individual-rights/











How to contact the Information Commissioner’s Office (ICO)



You can contact the ICO at the following address and email:



Information Commissioner’s Office

Wycliffe House

Water Lane,

Wilmslow SK9 5AF



www.ico.org.uk



How to contact us



Please contact us if you have any questions about our Data Protection Notice or information held about you, please contact the Data Protection Officer in your local board.
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The Scottish Government
Health Workforce, Leadership >
and Service Transformation Directorate,
NHS Pay and Conditions

N

Scottish Government
Riaghaltas na h-Alba
gov.scot

Dear Colleague

PAY AND CONDITIONS OF SERVICE

PAY PROTECTION ARRANGEMENTS FOR DOCTORS
AND DENTISTS IN TRAINING EMPLOYED UNDER THE
NEW LEAD EMPLOYER ARRANGEMENTS

1. This circular notifies employers of agreed changes
to pay arrangements for Doctors and Dentists in Training
(DDIT) who will be employed under the new single employer
model.

2. The Scottish Government (SG), Management
Steering Group (MSG) representing NHS boards and the
Scottish Junior Doctors Committee (SJDC) of BMA Scotland
have agreed the revision of arrangements for in-post pay
protection. These apply to all DDIT who will be employed
under the new single employer model.

3. DDiTs are employed by different NHS Boards as
they progress through different placements within rotations
which together make up their training programme. Under the
new arrangements, DDiTs will instead be employed by one of
four NHS Boards, known as Employer Boards, under a single
contract of employment covering the entire duration of their
foundation, core or specialty training programme. As well as
undertaking placements with their Employer Board, DDiTs
will also undertake placements in other NHS Boards, known
as Placement Boards.

4 This new system will be in place from 1st August
2018 for all Doctors in Training. Dentists in Training will
move to these arrangements incrementally from August
20109.
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Addresses

For action

Chief Executives, Directors of
Finance, Directors of Human
Resources, NHS Boards and
Special Health Boards, NHS
National Services Scotland
(Common Services Agency)
NHS Education for Scotland
(NES) and Healthcare
Improvement Scotland (HIS)

For information

Members, Scottish Partnership
Forum

Members, Scottish Terms and
Conditions Committee
Members, Scottish Workforce
and Governance Group
Management Steering Group

Enquiries to:

Mrs Sandra Neill
Scottish Government
Health Workforce
Ground Floor Rear

St Andrew’s House
EDINBURGH EH1 3DG

Tel: 0131-244 3283
E-mail:
Sandra.neill@gov.scot
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5.  The regions broken down by NHS Boards are:

) North - NHS Highland, NHS Orkney, NHS Shetland, NHS Western Isles, NHS
Tayside and NHS Grampian.

. East - NHS Borders, NHS Fife and NHS Lothian.

. West - NHS Ayrshire and Arran, NHS Dumfries and Galloway, NHS Forth Valley, NHS
Lanarkshire, National Waiting Times Centre, The State Hospital and NHS Greater Glasgow
and Clyde.

6. The Employers are:

. NHS Education for Scotland — for all General Practice, Public Health and
Occupational Medicine training programmes.

. NHS Grampian — for all foundation, core and specialty DDiTs (excluding GPs) in the
North Region of Scotland and some of the national programmes.

. NHS Lothian - for all foundation, core and specialty DDITs (excluding GPs) in the
East Region of Scotland and some of the national programmes.

. NHS Greater Glasgow and Clyde - for all foundation, core and specialty DDiTs
(excluding GPs) in the West Region of Scotland and some of the national programmes.

Employer boards may be subject to change in the future.

7. Details of each employer including the national programmes can be found at the
following link:

https://hub.nes.digital/lead-employer-arrangements/welcome/lead-employer-
arrangements/introduction-to-the-lead-employer-model/

8. For DDIT who will be employed under the new single employer model, the attached
Annex A, including the definition section will apply and should be implemented immediately.
Annex A should be inserted above the existing paragraph 21 in the Terms and Conditions of
Service for Hospital, Medical and Dental Staff, and Doctors in Public Health Medicine and
the Community Health Service July 2007, PCS(DD)2004/1 and any subsequent revisions.

9. The existing paragraph 21 will continue to apply to those doctors in training employed
under the current arrangements.

Action

10. NHS Boards, Special Health Boards including NHS Education for Scotland (NES),
Healthcare Improvement Scotland (HIS) and NHS National Services Scotland (Common
Services Agency) are required to make the necessary arrangements to ensure these rules
are implement.

11. NHS Employers in Scotland are asked to make their own arrangements for obtaining
any additional copies of this circular which is available on the SHOW website at
http://www.show.scot.nhs.uk/publications/publication.asp

or the MSG website at http://www.msqg.scot.nhs.uk/publications

NHS Circular: PCS(DD)2018/01 2



https://hub.nes.digital/lead-employer-arrangements/welcome/lead-employer-arrangements/introduction-to-the-lead-employer-model/

https://hub.nes.digital/lead-employer-arrangements/welcome/lead-employer-arrangements/introduction-to-the-lead-employer-model/

http://www.show.scot.nhs.uk/publications/publication.asp

http://www.msg.scot.nhs.uk/publications



NHS Circular:
PCS(DD)2018/01

Enquiries

12. Employees should direct their personal enquiries to their local Medical Staffing
Department in the first instance.

13. NHS Employers in Scotland should direct enquiries to the Scottish Government
contact detailed on page one of this circular.

Yours sincerely

S )

SHIRLEY ROGERS
Director of Health Workforce, Leadership
and Service Transformation.
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The Scottish Government ~@P” ¢ | Scottish Government
Health Workforce, Leadership } 4 gg:vgshccg;cas na h-Alba

and Service Transformation Directorate,
NHS Pay and Conditions

DIRECTION

Scottish Ministers, in exercise of the powers conferred on them by Regulation 2 and 3 of the
National Health Service (Remuneration and Conditions of Service (Scotland) Regulations 1991,
by Section 105(7) of, and paragraph 5 of Schedule 1 and paragraph 7 of Schedule 5 to, the
National Health Service (Scotland) Act 1978, hereby give to NHS Boards and Special Health
Boards, NHS Education for Scotland and NHS National Services Scotland (Common Services
Agency) the following Direction.

All staff groups referred to in NHS Circular PCS(DD)2018/01 will be given a single contract of
employment for the entire duration of each training programme with effect from 1 August 2018
which was approved by Scottish Ministers on 21 August 2018.

SHIRLEY ROGERS

Director of Health Workforce, Leadership
and Service Transformation

Scottish Government

St Andrew’s House

EDINBURGH

EH1 3DG

X August 2018

NHS Circular: PCS(DD)2018/01 4





NHS Circular:
PCS(DD)2018/01

ANNEX A

PAY PROTECTION AND BACK PAY ARRANGEMENT FOR DOCTORS IN TRAINING EMPLOYED
UNDER THE NEW SINGLE EMPLOYER MODEL

Definitions

For the purposes of this section the following definitions will apply. All other Terms and
Conditions continue to apply.

Employer — means the NHS Board who will directly employ the Doctor and/or Dentist in
Training (known as the “Practitioner”), for the duration of the foundation or speciality
training programme. This means that practitioners will have a single contract of employment
covering the entire duration of the foundation, core or specialty training programme.

Training Programme — is comprised of a number of placements which together comprise a
programme of training in a given specialty, specialties or sub-specialty or the Foundation
Programme or its equivalent replacements, for which there will be a single employer
throughout the entire Training Programme.

Placement — usually consists of 3, 4, 6 or 12 month periods during which the practitioner is
assigned to work in a particular area of practice. Practitioners will have a number of
placements within rotations which together make up the Training Programme.

Notification of Placement - The Employer will normally notify the Practitioner of the first
Placement in the Training Programme 4 - 6 weeks prior to commencement of the Placement,
or as is soon as is reasonable practicable. The Employer will also notify the Practitioner of
each subsequent Placement 6 weeks in advance of each individual Placement.

Placement Board — means the Board providing a training placement or series of training
placements to the Practitioner. ~This Board may also be the Employer for certain Placements.

Payment

21a.  Full time Practitioners in the training grades receive a base salary. Part time
Practitioners in these grades receive as base salary a proportion of the full-time base salary
based on average weekly hours of actual work. An additional supplement will be paid, in
accordance with the assessment of their Placement as described in paragraph 22 below, at the
rates set out in Appendix 1.

b. For Practitioners contracted to work 40 or more hours of duty per week, pensionable

pay for contributions purposes must be based on the Practitioner’s actual whole-time basic pay
only. Pay supplements over and above base salary are non-pensionable.
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Principles of Pay Protection

C. The principle of pay protection applies to Practitioners in all bands for the duration of
a Placement subject to the conditions set out in sub-paragraphs 21 e to g.

d. Pay protection applies from the date of Notification of placement or from 6 weeks
before the date on which the Practitioner commences the Placement, whichever is earlier.
From this point onwards, if the Placement is subsequently rebanded to a lower banding
supplement, the Practitioner will have their banding protected at the band which would have
applied but for the rebanding, save where a non-compliant post becomes compliant, in which
case banding shall be protected at Band 2A. Such protection will only apply for the duration of
that Placement.

Pay Protection in New Deal Compliant Posts

e. If at any point subsequent to Notification of Placement, or less than 6 weeks before
the commencement of the Placement, a Practitioner is advised by his or'her Placement Board
that the banding supplement applicable to the Placement has been lowered, following
assessment in accordance with paragraphs [22], then so long as the Practitioner remains in
the same Placement and for so long as the overall salary before the change is or would have
been more favourable, for the duration of the Placement the Practitioner shall retain the
overall salary applicable to the band he or she was placed in immediately before the change,
or, if the change takes place prior to commencement of the Placement, the overall salary
applicable to the band the Practitioner would have been placed in if not for the change. The
salary shall be increased only to take account of increments in the base salary.

Pay Protection in New Deal Non-compliant Posts

g. Where a New Deal non-compliant Placement (pay band 3) becomes compliant at any
point after Notification of Placement or later than 6 weeks before the commencement of the
Placement, subject to the requirement to notify the Practitioner of the change in subparagraph
[j] below, the Practitioner shall have their salary protected at the banding supplement 2A
applicable at the time of rebanding for the duration of the Placement, for so long as it is more
favourable and so long as the Practitioner remains in the same Placement. The salary shall be
increased only to take account of increments in the base salary.

Backdating of Pay on Rebanding after Monitoring

h. When a rota is properly monitored to be in a higher banding supplement than
demonstrated by previous valid monitoring, backdating of pay will apply to only those
Practitioners currently in the Placement unless former Practitioners have formally raised
concerns regarding the period during which they were on the Placement and have requested
monitoring but where that has not yet taken place. In such cases where the later valid
monitoring confirms the concerns of the former Practitioners, they should receive backpay at
the higher rate from the date of the request for monitoring to the end of the Placement.

i. In the event of a rota, without any change in work pattern, being shown to belong in
a higher pay band as a result of a valid monitoring round, pay at the higher level shall be
backdated to the point three calendar months after the first day of the previous successful
monitoring round i.e. that which most recently showed the lower pay band, except:
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. where there are Practitioners who have taken up their Placements after the previous
valid monitoring round, for whom the most recent round is also the first one in their current
Placement, in which case their pay increase will be backdated to their first day in the
Placement;

or

. when there have been intervening attempts by the Placement Board to monitor, which
the Placement Board can demonstrate was done in accordance with good practice
guidelines and which have not been successful despite the proven best efforts of the
Employer and the Placement Board (if the Placement Board is not the Employer), in which
case pay shall be backdated to the first day of the valid monitoring exercise which led to
the rota being shown for the first time in a higher pay band;

or

. where a valid monitoring round which has been requested by the Practitioners
currently in Placement demonstrates an increase in the pay band, when backdating will be
to the date of the request to monitor if this is less than three calendar months from the first
day of the previous successful monitoring round.

Notification of Posts Becoming Compliant

j. Where a previously non-compliant rota is shown on valid monitoring to fall into a
compliant pay band, the Placement Board shall notify to the Practitioners currently in
Placement of the change in writing, and salaries at the protected level of band 2A shall be paid
for so long as this is more favourable, for the remainder of the Placement from the first day of
the month following that in which notification was made. An employer cannot require
repayment of any salary paid at the higher band prior to the last day of the month in which
formal notification was given.
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1. 
	Introduction

The purpose of the Doctors and Dentists in Training (DDiT) Shared Services Model is to deliver an improved recruitment and employment experience for these doctors and dentists and enhance effectiveness and efficiencies in practice - one Employer for the duration of a training programme.



For DDiT’s within the North Region, and trainees in the following national/regional training programmes (excluding GPSTs, who will be employed by NES), NHS Grampian will be the lead employer, with NHS Highland, NHS Orkney, NHS Shetland, NHS Tayside, NHS Western Isles being Placement Boards:



· Child and Adolescent Psychiatry

· Old Age Psychiatry

· Intellectual Disability Psychiatry

· Medical Psychotherapy

· Medical Ophthalmology

· Urology

· ENT 

· East Medical Microbiology



In accordance with the Employment Responsibilities Agreement, this document is intended to set out the roles and responsibilities of the NHS Grampian Board and Placement Boards in undertaking the day-to-day management and activities in supporting the DDiT employment journey throughout the training programme.  



2. 	Aims

· Provide DDiT with optimum continuity of employment and positive employment experience.

· DDiT’s will have one Employer Board per training programme.

· DDiT’s will have one on boarding pre employment exercise per training programme; this will include reference checks, PVG check, Visa check if appropriate,  and OHS check if appropriate.

· DDiT’s will receive one employment contract per programme.

· All North Boards to recognise the nationally agreed statutory and mandatory training completed by DiTs at their initial induction to avoid unnecessary repetition if they rotate to a different board.

· In the absence of the National Policies & Procedures for DDiT, the lead employer - NHS Grampian - policies will apply unless otherwise agreed.

· NHS Grampian as the Employing Board will remunerate the DDiT’s across the North of Scotland with finance departments ensuring appropriate cross charging and monthly financial report arrangements are in place.

· All other North Boards will become Placement Boards and will work on behalf of NHS Grampian in order to manage the DDiT’s.



3. Definitions



Employer Board – Lead Employer: means the Party which is the Employer in respect of a DDiT who the subject of the relevant Placement Agreement is;



Placement Board (PB): means the Party providing a training placement to the DDiT(who is not their employee) under the relevant Placement Agreement;
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4. 	Roles and Responsibilities

This section specifies NHS Grampian’s responsibilities as the Employer Board and the Placement Board responsibilities in accordance to Recruitment, Employee Relations, Finance, Payroll, Medical Education, Occupational Health, Health and Safety and Governance functions.





RECRUITMENT PROCESS 



		

Action 

		Responsibility of

		

Standard

		

Dependent Upon



		Once offers have been accepted and confirmation of training programme allocation received, commence pre-employment checks 

		PB

		Agreed UK systems and Turas processes



Agreed onboarding processes

		Agreed UK systems equivalent acceptance processes. NES allocation to programmes and NHS Grampians via Turas.



		Where appropriate, provide trained Consultant / GP representatives to participate in recruitment and selection as requested by NES on behalf of UK/Scottish national recruitment agreements. Sufficient numbers of staff must be sourced to ensure that each recruitment event has trained reception staff able to carry out document checks as well as trained administrative staff to run multiple panels. 

The contribution of staff resources to be overseen by the Scottish Medical Training HR Subgroup.

		PB

Royal Colleges, NES and National recruitment teams as applicable 



		As per protocols agreed by SMT Subgroup

		NES requesting input.



		Ensure all staff and panel members involved in recruitment and selection processes have completed equality and diversity training procedures to meet national guidelines and legislative requirements. This needs to be refreshed every three years.

		PB

Royal Colleges, NES and National recruitment teams as applicable.

		PIN Guideline: Embracing Equality, Diversity and Human Rights in NHS Scotland

		Training records being maintained.



		
Where required, ensure staff are fully trained to operate any local and national recruitment systems. Recruitment and selection paperwork is processed correctly and meets any national and legislative requirements. All outcomes from interview processes are entered into recruitment systems in good time.

		PB

Royal Colleges, NES and National recruitment teams as applicable.

		Code of Practice 



Specialty recruitment processes.



Systems training and guidance.

		



		Ensure that all appropriate recruitment processes meet legal requirements and are in accordance with the Code of Practice as well as any NES or Scottish Government guidance etc. for managing recruitment to specialty training and in accordance with Gold Guide standards.

		PB

Royal Colleges, NES and National recruitment teams as applicable.

		Code of Practice



Gold Guide

		



		Where appropriate, ensure a standardised selection process for shortlisting and interview/ assessment centre is undertaken using agreed criteria, scoring and processes. 

		PB

Royal Colleges, NES and National recruitment teams as applicable.

		Specialty recruitment processes.

		



		Where appropriate to do so, address all complaints received relating to recruitment activity, liaising with NES as appropriate.

		NHS Grampian & NHS Highland and NHS Tayside

		Oriel processes; 

Complaints processes; Code of Practice.

		



		Once offers have been accepted and confirmation of training programme allocation received, commence pre-employment checks (See s.3.2 below).

		NES

		Agreed UK systems equivalent acceptance processes. NES allocation to programmes and Employing Boards via Turas.

		Agreed UK systems and Turas processes



Agreed onboarding processes NES



		  

Undertake regional and local recruitment to fill vacancies in national training programmes.



		NES 

PB 





		

		Gold Guide 

NES LAT policy

Code of Practice 

Compliance with agreed procedures and national and regional agreements 





		Undertake local recruitment to fill unfilled national training programme posts as LAS positions to be employed by the PB.

		PB

		

		Compliance with agreed procedures 



		Upload recruitment documentation from agreed UK system to employee files for doctor in training employees.



		NES

		Code of Practice.

		









PRE-EMPLOYMENT CHECKS



		

Action

		Responsibility of

		

Standard

		

Dependent Upon



		Advise DDiT of their placement.

		NES

		Code of Practice.

		Offer of a training programme from NES Deanery and allocation to a programme and NHS Grampian.



		Send conditional offer letters to successful candidates within agreed timescales.



		NES

		Code of Practice.

		Offer of a training programme from NES and allocation to a programme and NHS Grampian. 



		Ensure that all required pre-employment checks are carried out including references, immigration status/right to work checks;[footnoteRef:1] criminal records background checks; independent safeguarding authority & protection of vulnerable group checks;[footnoteRef:2] and also ensure that appropriate medical clearance is obtained in accordance with NHS Code of Practice and Fitness To Practice. [1:  NES provides Tier 2 sponsorship.]  [2:  NES provides PVG checking service.] 


		PB/ Occupational Health, NES/PVG immigration teams

		In line with PIN Guideline: Safer Pre and Post Employment Policy requirements.

Recommended 3 references but a minimum of 2 references is acceptable with one being from the current or most recent employer or educational institute.

Declaration form completion.



Sight check and verification of ID prior to or at commencement of first placement.



		Dependent upon the Trainee returning documentation, noting that the Placement Board has a full escalation process in place in the team for those that do not. Third party completion within time scale.





Also subject to Disclosure Scotland and UKBA undertaking their obligations in a timely manner. 



Trainee completing and returning FTP Declaration form. Placement board having arrangement in place re checking of ID/Passport.







		Issue new employee information to all doctors in training. “Placement letter Template”

		PB

		Prior to commencement of employment, and in line with the Code of Practice.

		Dependent upon satisfactory completion of all pre-employment checks by the Trainee.



		
Confirm via previous payslip/ transfer certificate/ with previous details of previous employment in order to establish the correct salary, taking into consideration protection issues.

		Payroll

		As per Terms and Conditions Circulars

		Dependent upon the Trainee returning documentationuploading information into Turas



		Provide NHS Grampian payroll department with the pay band supplement applicable to the individual in the placement. Also notify if salary protection should be applied. 

		PB

		Turas People Data set and in line with the Terms & Conditions of service

		Dependent upon the Trainee returning documentation/ providing information. 	Comment by Neil Gordon: The trainee would not provide information about banding supplement this would be done by HR/Medical Staffing via Turas



		The PB to provide engagement form information to NHS Grampian payroll to enable the doctor in training to be added to monthly payroll.

		PB

		Staff Engagement Form via Turas.

		Systems payroll interface.



		Update agreed systems (Turas) with relevant information on pre-employment checks and clearances.

		PB NES, DDiT, 3rd parties

		Agreed fields for updating. 

		Availability of information e.g. allocation from NES, DDiT/3rd party input



		Ensure all new doctors in training commence on their given start with all applicable employment checks completed. Where the doctor in training has not submitted requested documentation, confirm a risk assessment proforma has been completed and the placement can commence. Risk assessment should be uploaded to Turas People.



Notify NES Deanery of any non-cleared doctors in training that does not take up a post due to delayed clearance. 

		PB

		Risk Assessment Proforma



Weekly reports on cleared/ not cleared doctors in training.





		NES Deanery having notified NHS Grampian and Placement Board of rotation/ placement details in a timely manner to enable NHS Grampian to liaise with the relevant Placement Board.



		Confirm the doctor in training has started and provision of Staff Engagement Form information via Turas People to NHS Grampian payroll to enable the doctor in training to be added to monthly payroll



		PB

		Staff Engagement Form via Turas. 





		DependantDependent on Turas People to send Staff Engagement Form information to Payroll in a CSD CSV file in a timely manner.



		Ensure DDiT identification has been verified on the first day of placement.

		PB

		

		









EMPLOYMENT





		

Action 

		Responsibility of

		

Standard

		

Dependent Upon



		Health & Safety

Ensure the Placement Board will provide a safe working environment to look after the health, safety and wellbeing of DDiT to the same extent as that if they were the Placement Board's own employees and in accordance with HDL 2001 50, CEL (2011) 13 and PINs Guidelines



		PB

		In line with health and safety and other relevant legislation.



Safer Pre and Post Employment checks.



HDL 2001 50



CEL (2011) 13



PIN Guidelines



		Receipt of timely and accurate information from NES to NHS Grampian and the Placement Board regarding the rotations of Doctors in Training.



		Contract/Salary/Banding

Ensure DDiT is notified of his/her banding for posts 6 weeks prior to commencement of placements via Turas People.



Ensure DDiT salary scales, including banding, are correct at the time of issuing the contract of employment and upon subsequent rotation via Turas People.



Ensure contracts of employment are issued to new starters in a timely manner.



		PB

		Agreed documentation template (single contract/placement letter).



Code of Practice 



Circulars.



Nationally agreed terms and conditions.



Turas People.



		DDiT providing sufficient evidence from previous employment to be accurately placed on the scales.



Dependent on PB to providing accurate information. 



PB to notify DDiT banding information on behalf of NHS Grampian.



PB to issue contracts of employment to new starts on behalf of NHS Grampian.



DDiT commences in post and has provided up to date contact details.





		Pay Band Appeals 



Arrange and hear Banding Appeals, notifying NHS Grampian of the outcome.



		PB

		Within 2 weeks of the change being signed off through due process.



Banding Appeals Protocol



		Receipt of timely and accurate information from NHS Grampian regarding DDiT rotating to the PB



		Employee Record

Ensure that each DDiT has an electronic personnel file/employee record and that this is stored securely.



Maintain DDiT personnel and payroll information on HR System, paper records and Turas People as appropriate to ensure that relevant information, records and documentation held for employment purposes are accurately maintained and validated, through monthly reconciliation reports and payroll information. 



Maintain accurate records for the purposes of employment law and the equality duties, maintain an accurate minimum dataset (for Equality and Diversity purposes). 



		Both PB and EB are responsible for maintaining the personal files they hold.



		Turas People



NHS Grampian system and practice. 



KPIs



Equality Outcomes/ Reporting of NHS Grampian.

		DDiT commencing training. 



PB to update employee record on behalf of NHS Grampian.



NHS Grampian Management Information Systems.



NHS Grampian to share reporting with PB



		Responsible Officer

Use all reasonable endeavours to ensure that NES is able to discharge its responsibilities under the Responsible Officer Regulations by sharing, in confidence, with the Responsible Officer, or delegates, any concerns which might be relevant to the fitness to practice of a DDiT



HR staff to monitor and appropriately action any ongoing issues e.g. competence/absence etc



Have a GMC registered and licensed doctor who, in conjunction with HR, can take responsibility for any investigation or disciplinary procedures involving DDiT on behalf of NHS Grampian and who can liaise with the appropriate NES Postgraduate Dean or Medical Director regarding any fitness to practise and or revalidation issues that may need consideration for referral to the GMC.   NES HR to ensure that these arrangements are in place and to provide training, guidance and support as required.

Medical Directorate to nominate individuals to receive training and assume roles in investigations or procedures.

		PB RO

		GMC

NHS Grampian’s policies and procedures

		



		Information/Data Sharing

Provide such information as NHS Grampian and/or PB may reasonably request to discharge agreed Employment Responsibilities or Placement Responsibilities and ensure that it is accurate in all material aspects. 

		

		

		



		Policies & Procedures

Maintain employment policies (Appendix A) and procedures which meet all national guidelines and legislative requirements. 



Involve in drafting revisions to the National Policies through the SMT Sub Group. 



Changes to other policies of NHS Grampian will meet PIN Guideline requirements. 



Any changes to policies must be remitted through SMT Policy Sub Group with ratification through the Core Group. Final sign off through SJDC.



Inform Placement Boards of any changes to policies and procedures.



Update of any changes to policies and procedures.



Ensure that relevant policies, procedures, tools and template, FAQ and guidelines are available and updated for doctor in training on the NHS Grampian Internet and the Turas Hub.



Appropriate mechanisms in place to communicate any policy or procedural changes with doctors in training affected.



		EB

		SMT Review/ Monitoring



PIN Guidelines/ Policies.



Legislation. 



Staff Governance Standard: Well informed. 



		NHS Grampian policies and procedures to be applied in the absence of National Policies and Procedures.



Information being updated regularly. Clear signposting.



Clear communication to stakeholders.



		Enquiries



Acknowledge all queries/requests for information from DDiT and Placement Boards within 48 hours (not including weekends and public holidays) providing a response wherever possible within agreed/policy timeframe. 











		PB

		Acknowledge all queries/ requests for information from doctors in training, NES  and Placement Boards within 48 hours (not including weekends and public holidays) providing a response wherever possible within agreed/ policy timeframe.



National Terms & Conditions.



Placement Board Standard

		Mailbox/ contact numbers available within agreed times.



Full list of Employing and Placement Board contacts available to DiT on Turas Hub.







		Working hours 

The PB will ensure that the requirements of New Deal and working time regulations are satisfied in respect of each DDiT on placement

		PB

		Placement boards having robust monitoring processes in place 

		Placement Board National TCS hours monitoring requirements



		Changes Notified

Ensure any amendments to contract due to changes to training programme notified by NES Deanery are actioned through payroll and amendment to contract documentation is activated, with all systems and employee files being updated. 



		PB

		Payroll deadlines



Turas People – Change Form



Payroll System

		NES Deanery providing adequate notice of any changes to the training programme that may impact on contractual terms or on payroll e.g. OOP.



Placement Board advising of any changes to banding supplement/ Appeal Outcomes.



Placement Board to respond to confirmation of employment request on behalf of NHS Grampian.



Turas Change Report





		Maintain Information on Turas

Ensure that Turas data is maintained as appropriate and according to identified roles and responsibilities. The other Parties shall use all reasonable endeavors to assist NES in maintaining the accuracy of Turas and in line with the Information Governance Policy. 

		PB

		

		



		GMC Registration

Ensure all DDiTs comply with and meeting their requirements to maintain GMC/ GDC registration and satisfy PVG and Right to Work requirements. Notify the NES Deanery of any issues. 



Use all reasonable endeavours to ensure that NES is able to discharge its responsibilities under the Responsible Officer Regulations by sharing in confidence with the Responsible Officer or delegates any concerns which might be relevant to the fitness to practice of a DDiT



HR staff to monitor and appropriately action any ongoing issues advised by Deanery staff.



Have a GMC registered and licensed doctor who, in conjunction with HR, can take responsibility for any investigation or disciplinary procedures involving DDiT on behalf of NHS Grampian and who can liaise with the appropriate NES Postgraduate Dean or Medical Director regarding any fitness to practise and or revalidation issues that may need consideration for referral to the GMC.   NES HR to ensure that these arrangements are in place and to provide training, guidance and support as required.

Medical Directorate to nominate individuals to receive training and assume roles in investigations or procedures.



		PB

		Monitoring systems in place with GMC/ GDC and PVG.



Right to work monitoring and review mechanisms in place. 

		GMC/ GDC or Disclosure Scotland contacting NHS Grampian to advise of any issues. Where the issue relates to PVG/Tier 2 – NES will be notified and will be responsible for updating Placement Board.



		Medical Defense Cover

Ensure where appropriate that DDiT are advised of the requirement for them to ensure that they have adequate personal top up cover with a medical defence organisation for any acts out with employment and not covered by CNORIS.



		PB

		Cover in employee starter information.



Contract of Employment

		Doctors in Training following up on any top up cover requirements.







		Duty of Candour

Ensure the principles of Duty of Candour are followed by all DDiT.



Ensure accurate records are kept enabling annual report to be published on the application of the duty.

		PB

		Health (Tobacco, Nicotine etc. and Care) (Scotland) Act 2016

		



		Resignation/Termination

Acknowledge DDiT resignations in writing; activate the exit processes; notify the NHS Grampian’s Payroll Department and NES Deanery, and agree notice period with all Parties.



When calculating final salary payments take into account any annual leave entitlement that a DDiT may have outstanding on termination.



Ensure that leaver’s information is communicated to NES Deanery.



Process termination form via Turas People in line with payroll deadlines.





		PB

		Template letter 



Turas People



Terms and Conditions.



Agreed information flow



Turas reporting.



		Doctors in Training sending resignation to Placement Board 3 months prior leaving date.



Placement Boards and Doctors in Training ensuring annual leave is taken in rotation wherever possible.



Turas functionality.



 



		Risk Assessments



Conduct risk assessments to ensure a safe working environment is provided to look after the health, safety and wellbeing of DDiT to the same extent as that if they were the PB's own employees.



Comply with requirements to complete risk assessments in respect of DDiT who are pregnant or where Equality Act is deemed to apply in respect to health/disability



		PB

		Completion of risk assessment proforma.



In line with health and safety and other relevant legislation.



In line with the NHS Grampian Policies.



		NHS Grampian responding to the risk assessment and fulfilling obligations defined in policy. 



		Induction

Regional elements of induction are jointly agreed and organised by NES, EB and PBs. Board, departmental and educational induction, and the ongoing delivery of education to DiTs is the responsibility of PBs and training programme management. 



Responsible for the induction and ongoing training (Programme, Board and Local (Unit) of all Doctors in Training that are engaged to providing care to patients. http://www.sehd.scot.nhs.uk/dl/DL(2016)12.pdf



		PB

		GMC

Scottish Government



https://www.gmc-uk.org/-/media/documents/promoting-excellence-standards-for-medical-education-and-training-0715_pdf-61939165.pdf



http://www.sehd.scot.nhs.uk/dl/DL(2016)12.pdf



		Receipt of timely and accurate  information from NES regarding DiT rotation



Agreement at regional level of content of induction  



		Occupational Health

Ensure that DDiT can access the provision of Occupational Health services for vaccinations and for regular health surveillance through the agreed self-referral and management referral processes.



Reasonable adjustment and requests from DDiTfor specialised equipment must be handled in accordance with agreed Policy.



Ensure all OH information is uploaded to DDiT record on Cohort.



		PB OHS

		OHS Passport.



Safe & Well at Work, Health Clear, CEL (2011) 13 and CEL(2012)18 



NHS Grampian Policy



OHS Services Standards



HROnline



Cohort

		OHS passport

 

Nature of support required



Placement Board to provide appropriate OHS support and update information on NHS Grampian behalf. 



		Absence Management

Ensure proactive, accurate monitoring, recording and management of all sickness absence. Ensure all sickness absences are covered by the appropriate certificates Training in accordance with the relevant policy. 

Updating of SSTS. 



Continue to action rotation details for DDiT whilst they are on sick leave. 



Ensure sickness absence information is shared with payroll, PB and NES Deanery.



		PB



		Monthly reports provided. Ad hoc real-time reports available as and when required.



NHS Grampian Policy PIN



Agreed absence recording process.



SSTS

		PB to manage sickness absence on behalf of NHS Grampian.



PB to record and monitor absence on behalf of NHS Grampian (via agreed systems) and complete Return to Work interviews. 



Fit notes sent to be kept in personal file. 



PB to keep NHS Grampian and NES inform of any absence related issue via monthly Performance Support Group.





		Annual Leave/Public Holidays



Ensure that Annual leave is taken in accordance with policy and local procedures and recorded within SSTS.



Ensure that local public holidays are taken and accurately recorded within SSTS.

		PB

		DDiT complying with the Policies and the Placement Board have given access to Turas/ system.

		In line with NHS Grampian Annual Leave Policy and Placement Board’s locally agreed public holidays.



		Paternity/Adoption/Shared Parental Leave/ Special Leave



Process requests for special, unpaid, paternity, shared parental and adoption leave in accordance with the relevant policy and scheme of delegation. DDiT to submit any request to take special, unpaid, paternity or adoption leave to the PB who will notify NES. Process special, unpaid, paternity, adoption and shared parental leave through NHS Grampian payroll. 



· DDiT will notify PB of any changes to date of return. 

Absences should be accurately recorded within SSTS



		PB

		Initial response, wherever possible within 5 working days of receipt of application. 



NHS Grampian Policies



SSTS

		Notification from DDiT of leave. 



NES Deanery notify NHS Grampian of any requests received from DDiT to change their training programme and having an impact on contractual changes that impact on payroll e.g. OOP.



		Maternity Leave

Process maternity leave application forms in accordance with NHS Grampian’s maternity policy. DDiT submits maternity leave application form to NHS Grampian who will notify NES Deanery that the DDiT wishes to take maternity leave. 



PB to notify NHS Grampian of any changes to start or return date.



Dates of Maternity Leave should accurately recorded within SSTS



Process maternity pay through payroll.

		EB



















PB



		NHS Grampian Policies



SSTS

		Notification from DDiT. 



NES Deanery notify NHS Grampian of any requests received from DDiT to change their training programme and having an impact on contractual changes that impact on payroll e.g. LTFT, OOP.



		Less Than Full Time



Requests from a DDiT to work and train less than full time managed in accordance with the relevant policy. Once an application has been approved by NES Deanery and PB, the PB will issue an amended contract of employment to the DDiT on behalf of NHS Grampian. Also, notify NHS Grampian Payroll Department with details of the applicable pay band supplement for LTFT.



		PB

		In accordance with payroll deadlines wherever possible.  

		NES notify Employing and PB of any requests for contractual changes that impact on payroll e.g. change in working hours. 



PB to process and  amend contract on behalf of NHS Grampian



		Working Hours 



Ensure (with reference to the Professionalism Compliance Analysis Tool (PCAT) where appropriate) that the requirements of New Deal and Working Time Regulations are satisfied in respect of each Trainee



		PB

		Undertake monitoring as required by any national and mandatory NHS requirements.

		DDiT must comply with the Placement Board process.



		Additional Hours



Report to NHS Grampian all additional hours worked by a DDiT in the PB on a monthly basis by completing the additional hours pay claim form where staff bank arrangements are not used.



		PB

		In line with payroll deadlines.





		Subject to the DDiT submitting an authorised claim form in line with the payroll deadlines.



PB to process payroll notes on SSTS – Is this the case has this been agreed or should the additional hours form not be sent to payroll



		Conduct/Performance



The Placement Board, will coordinate and progress concerns in relation to  



-       conduct up to dismissal

· performance  up to dismissal

· health up to dismissal

· doctors in difficulty 



in accordance with the relevant policy.  



The PB will provide senior HR advice and representation to any processes and will notify the Performance Support Unit of any issues as per agreed levels of support.



NHS Grampian, will participate in dismissal hearings





		PB – up to the point of dismissal/appeal, at which point NHS Grampian would assume responsibility. 

		Policies

 

NES (Responsible Officer) Regulations 

Performance Support Group

		PB and NES fulfilling local responsibilities in line with Policy, including investigation roles.



Information sharing with NES (Responsible Officer).



Joint working by all Parties. 



		Suspension –

Where the PB determines the need to suspend, the PB will act on behalf of the Employing Board in this regard. The PB will inform the Employing Board and Deanery of suspension. 



Formal follow up is implemented by PB in accordance with NHS Grampian Policy. The placement board will administer all paperwork throughout process. Issuing of Stage 3 paperwork will be with the approval of the NHS Grampian chairperson.



Where any DDiT employed by NHS Grampian reaches stage 3/ appeal, NHS Grampian as the employer will identify a NHS Grampian Chairperson and provide HR representation for the panel. 











		

		Management Of Employee Conduct  Policy



PCS (DD) 1994/11 applies to suspension 

		PB in conjunction with NHS Grampian will agree action to be taken.  



		Grievance



All grievances must be handled in accordance with the relevant NHS Grampian policy and scheme of delegation. The PB will attempt informal resolution and investigate / hear grievances up to stage 2 grievance.  If the grievance proceeds to stage 2 PB and EB jointly risk assess prior to PB hearing grievance at stage 2. 

		PB – up to the point of appeal, at which point NHS Grampian would assume responsibility.

		Policy.

		PB and NES fulfilling local responsibilities in line with Policy, including investigation roles. 



The nature of the grievance will inform which Board leads on the grievance eg banding appeals will be led by PB







		Bullying and Harassment



All bullying and harassment complaints will usually be handled in accordance with the relevant NHS Grampian policy and scheme of delegation. However, where the alleged perpetrator is a Placement Board employee, the Placement Board Policy is applicable. If the DDiT is the alleged perpetrator, NHS Grampian Policy is followed. 



Inform the Postgraduate Dean of any bullying and harassment complaints from or about a DDiT so that any impact on education and training can be considered. 



		PB– up to the point of dismissal/appeal, at which point NHS Grampian would assume responsibility.

		Policy.

		PB and NES fulfilling local responsibilities in line with Policy, including investigation roles. 



		Whistle Blowing



Keep NHS Grampian advised of the progress of their response to any potentially qualifying disclosures.  

		PB

		In line with Placement Board Whistleblowing Policy as appropriate. 

		Qualifying disclosures being made and treated according to best practice and PIN Guideline as a minimum. 



		Financial References/Confirmation of Employment



Provide bank and building societies with financial references following approval from the DDiT

 



		PB

		Templates.



To agree Response time.

		DDiT providing consent. 



		Mandatory Training

Ensure the required National induction programmes are delivered to all DDiT in placement to include completion of all mandatory training requirements. 



DDiT statutory and mandatory training records should be updated on Turas Learn.



		PB

		Staff Governance Standard – Appropriately Trained.



Mandatory Training Policy



empower  

		DDiT completing the training. Escalation process in place where non-compliant. 



		Service Quality Assurance



Have in place a system to obtain formal customer feedback from DDiT and Placement Boards.



Measure delivery of Employment Responsibilities against agreed Key Performance Indicators.



		PB

		Exit questionnaire.



SMT 



iMatter



KPIs



National Training Survey



		DDiT completing exit questionnaire. 



NHS Grampians using KPIs to inform continuous improvement of services provided.







		Change and Termination Forms



Raise Notification of change paperwork and issue rotation placement details letter (as confirmed by NES Deanery) including Banding Supplement (as confirmed by the Placement Board) to the DDiT and process to payroll.



Receive and respond to rotation enquiries or direct to NES Deanery or PB where appropriate.



Process all paperwork and notification of change form through Turas People and save copies to employees personal file.









		PB

		Code of Practice.



Employment v Placement information.



Placement Details Letter.



Change Form

Turas People

		NES Deanery providing programme detail.



Rotation detail confirmed by NES Deanery. 



















PAYROLL





		Action

		Responsibility of

		Standard

		Dependent Upon



		Responsible for setting salary placements where the PB has not confirmed this.



		EB

		

		



		Have an appropriate payroll system, to ensure all DDiT are paid on time in accordance with agreed timetables, including the issuing of accurate pay slips and any HMRC documents and in line with Scottish Government terms and conditions circulars.



Where pay forms are issued to trainees by PB on Turas People, the Level 2 approver will be approving the pay form on behalf of NHS Grampian. The level 2 approver must be on the operational scheme of delegation with authority to engage staff.  The pay form will then be sent straight to NHS Grampian payroll for processing. 	Comment by Neil Gordon: Is it level 2 or level 1 (access rights in Turas say level 1 to release to payroll)



		EB

		Ensure payments are received on the next available   pay   date, and no later than two months of receipt, in   line   with NHS Grampian Payroll deadlines. Estimated payments will be processed for New Starts in cases where paperwork has missed the normal payroll cut-off point.



		Notification of pay band supplements or work schedule being received from the PB.



DDiT supplying required documentation to have salary assessed correctly.



Receipt of confirmation of salary and Terms and Conditions from previous Employer Board.





		Have appropriate systems in place to ensure the necessary deductions and NHS Grampian contributions are paid in relation to SPPA, Income Tax, National Insurance contributions and any salary sacrifice or other deductions. 



		EB

		Processed in next available monthly Payroll.

		Notifications of Opt Outs and Salary sacrifice schemes are received in line with Payroll cut-off dates.





		Maintain sickness records (through SSTS) and ensure all payments are in accordance with occupational and statutory sick pay rules.



		EB

		Processed in next available monthly Payroll.

		Notification of sickness absence received from the Placement Board.



		Maintain necessary (through SSTS) maternity, adoption, paternity, parental pay records to ensure compliance with occupational and statutory maternity, adoption, paternity, parental pay scheme rules; 

		EB

		Processed in next available monthly Payroll.

		Notification of intention received from the DDiT.



		Have sufficient controls in place to mitigate against the risk of overpayment or underpayment of salaries. 



Ensure these controls are subject to audit through their own internal and external audit requirements.



		EB

		Internal processes for approving payments within NHS Grampian & Placement Board are regularly reviewed.



Payroll forms part of Internal Audit Risk plan.



		Accurate and timely information input onto Turas and communicated to both the Placement and NHS Grampian by NES in relation to rota changes. 



Timely communication between the PB and NHS Grampian in relation to all other changes which would impact on pay.





		Provide payroll support to respond to DDiT payroll related queries.



		EB

		DDiT are provided with contact details to deal with queries.

		Information provided by Placement board to enable the query to be investigated appropriately.





		Preserve historical records of DDiT who have left in line with workforce/ payroll department timescales and according to statutory requirements.



		EB

		Record retention policies in line with Statutory requirements.



		



		Maintain required records of any necessary unpaid leave.



		EB

		Record within SSTS to ensure record is retained.



		Information provided by PB 



		Ensure that all claim forms processed comply with relevant Expenses Policy and guidance.



Pay to DDiT all approved removal expenses, including excess travel. 



Pay to the DDiT all appropriate travel expenses (business mileage) and additional duty claims for work performed with the PB subject to notification and approval from the PB. 



		EB

		Expenses should be paid within three months of the claim being received.



Ensure that recharges in respect of removals/travel expenses are actioned within three months of payment to the DDiT. 



Policy.



Payroll Standards Operations Procedure.

		DDiT submitting claim forms and evidence as required, with authorisation from PB/ NES, within processing deadlines.



		Calculate industrial injury benefits as necessary 



		EB

		

		Information from the PB.



		Calculate and recover any overpayments as necessary.



In the event of an overpayment, NHS Grampian will endeavour to recover any overpayment from the doctor in training. However, in the unlikely event that full recovery is not possible the following will apply:	Comment by Neil Gordon: Has this been agreed, I understand that the West were looking to remove this from the SOP



where the overpayment is caused by NHS Grampian failing to act reasonably on information supplied by the PB, this will result in any financial consequences being met by NHS Grampian,



if the error is caused by the PB then the PB will meet the financial consequences, or 



where the responsibility of the error is that of NES then any such financial consequences will be met by NES.



		EB

		In line with SFIs.

		Receiving timely and accurate information from the PB and NES.



		Inflating basic pay records for incremental progression and pay awards including the calculation of arrears. 



		EB

		

		



		Provide an annual P60 form (& P11d where applicable) in accordance with Her Majesty’s Revenue and Customs regulations. 



		EB

		

		



		Complete P45 for leavers and forward to DDiT together with final payslip.



		EB

		

		



		Provide Responsible Officer and other appropriate organisations with service history for DDiT who have taken up a new NHS post. 



		EB

		

		



		Study leave and related expense claims made by the DDiT will be subject to prior approval by the PB and Postgraduate Dean (or authorised personnel) and if so approved will be disbursed to the doctors in training by NHS Grampian through the payroll system, in line with PB Finance’s roles & responsibilities.



		EB

		In line with Payroll Standard Operations Procedure.

		Information and authorisation from the PB and NES Deanery.



		Process deductions and provide returns to SPPA in relation to Pension services.



		EB

		

		



		If so requested by the PB, NHS Grampian will endeavour to recover from a DDiT any such sums in relation to cost of lodging and mess subscriptions and/or car parking fees due to the PB, subject to the PB first providing written authorisation from the DDiT, and sufficient funds being available in the DDiT’s pay.

		EB

		In line with Payroll Standard Operations Procedure.

		Receiving timely and accurate information from the PB.



		Notify PB of the basic salary payable to the trainee and obtain from them the pay band supplement applicable to the individual in the placement. Notify the PB of any DDiT who is in receipt of a protected salary. 

		

		Turas Report

		Dependent upon the Trainee returning documentation/ providing information. 



		Ensure any protected salaries are processed correctly for DiT.





		PB

		Turas Report

		Dependent upon the Trainee returning documentation/ providing information. 













FINANCE



		

Action 

		

Standard

		

Dependent upon



		NHS Grampian will use the Payment on Behalf process to recharge the PB for the full payroll Gross Charge in relation to the Trainees currently on rotation within the placement board. The charge will include payroll allowances or deductions which relate to the trainees e.g. travel expenses. 

		By the 1st working day of the month following payroll



		Timely and accurate information on rotation/placement details being received from NES.





		NHS Grampian will provide available backup for all charges in relation to the Trainees to ensure that the PB can agree the Payment on Behalf charges. This will include a standard payroll report as well as allowances and deductions information. NHS Grampian will respond to any PB queries that may arise in a timely manner.

		In line with Payroll deadlines.





		



		The PB will notify NHS Grampian of any banding supplements to be applied and provide timely notification of amendments to the banding. Where backdated excess banding payments are due these will be charged to the placement board at the point at which the arrears payments are made.

		In line with Payroll deadlines.

		Timely submission of instructions from Placement Board.



		In circumstances where a Medical Bank arrangement is not operated in the PB, NHS Grampian will process additional payments to the Doctor and include the costs on the Payment on Behalf.



		

		Timely submission of instructions from Placement Board.



		NHS Grampian will meet with the placement boards at regular intervals to discuss any issues arising from the arrangements.



		Monthly at first then quarterly thereafter 

		



		Any disputed charges should be notified to NHS Grampian within the first 10 working days of the month following the period to which the charges relate. Clarification of any areas of dispute should be resolved within the month following the period to which the charges relate. Any disputes not resolved within a 3 month period will be escalated to NES for mediation. 



		 Within 20 working days

		









MEDICAL EDUCATION



		

Action 

		Responsibility of

		

Standard

		

Dependent upon



		Content of statutory and mandatory training and refreshment  period is agreed nationally 

		NHS Scotland

		Determined by national NHS Scotland expert group

		Guidance from this group being rolled out to all HBs



		The PB is responsible for elements of induction for Doctors and Dentists in Training. 

Deanery is responsible for elements of regional induction of Foundation doctors

		PB and Deanery

		ttps://www.gmc-uk.org/-/media/documents/promoting-excellence-standards-for-medical-education-and-training-0715_pdf-61939165.pdf

Relevant Training Programme Board/ College

		DDiT completing the training. 

Escalation process in place where non-compliant. 

National DME group to develop agreed standards of compliance 



		The PB agrees that national statutory and mandatory training conducted within other North Region PBs will be accepted on rotation, if the training record can be shared with the new placement board.

  

		PB

		

		







Turas Learn



		Educational delivery to DiTs  to national standards set by Training Programme boards and GMC

		PBs

		As above

		Quality of education and training is based on a range of known standards.



		Review and feedback from trainees and trainers regarding the quality of the educational experience for trainees.

		Deanery, Placement boards and GMC

		As above

		Local and national quality assurance processes. Deanery holds annual Quality review panels and conducts QA visits. GMC maintains overview of quality across UK



		Ensure quality improvement action planning and follow up if there are instances where training falls below required standards

		PBs and Deanery HIS involvement when significant issues are identified

		As above

		Functionality of Educational Governance structures and systems within PBs











OCCUPATIONAL HEALTH SERVICES



		

Action 

		Responsibility of

		

Standard

		

Dependent upon



		Ensure that pre-employment health assessments for all new starters are completed in accordance with NHS Grampian Occupational Health Service Level Agreement.



		PB

		Turas People



Occupational Health Service Level Agreement.



		Receiving the health questionnaires in a timely manner from the DDiT (via Turas People). 





		NHS Grampian is responsible for ensuring that all DDiT are health cleared prior to commencing employment.



Ensure the application of and recording of immunisation status for all DDiT are made in a timely manner



Ensure that any follow up appointments and recalls are made in a timely manner.



NHS Grampian to transfer/upload all new starters OHS information onto Cohort system



		PB

		Ensure that all DDiT are health cleared in line with NHS Standards, (Health Clear) and that this remains throughout their employment.



Turas People



Cohort





		Immunisation information, status and dates being provided by the Doctor in Training (via Turas People).



NHS Grampian to give Placement access to Cohort system.







		In accordance with the relevant Attendance Management Policy and Maternity Leave Policy, the Occupational Health Service will ensure that DDiT requiring occupational health support, recommendation and treatment are seen at the earliest available opportunity by the most appropriate OHS or related clinician.





		PB





		In fitness to practice cases this can be mandated – GMC Conditions. 



Attendance Management Policy  



Maternity Leave Policy



Turas People

		PB to provide Doctors in Training occupational health support, process management referrals and act on on OHS recommendation and treatment on behalf of NHS Grampian.



Requires the DDiT to have notified the PB of all sickness absences.



Requires the DDiT to have notified the Placement Board of any OHS needs.



Requires the Placement Board to notify NHS Grampian of all sickness absences.



NES requires notification of the absence by NHS Grampian.



Relies on the co-operation of the DDiT to attend any appointments made.



PB/ NES to notify  NHS Grampian of cases requiring OHS support.















FREEDOM OF INFORMATION (FOI) REQUESTS



		

Action 

		Responsibility of

		

Standard

		

Dependent upon



		Board level requests

Currently each Board is legally responsible for responding to FOIs relating to their workforce and the move to regional Employer will not change this position.  Where FOIs are received by a board relating to specific specialties and/or sites this information will remain available via the NES trainee system TURAS.  



Where NHS Grampian receives a request for information on trainees in the PB the requestor will be redirected to those boards for response.



Request relating to trainee recruitment

Whilst NHS Boards are closely involved in the administrative aspects of medical trainee recruitment on behalf of NES, NES remains the lead for responding to FOIs in relation to trainee recruitment and areas such as programme fill rates.



Regional level requests

Where NHS Grampian receives any requests asking for numbers across the region NHS Grampian will reply on behalf of the region.  The information will however be sent on to the named PB FOI lead for review. 



		

		Freedom of Information (FoI) Act, 2005

		



















HEALTH & SAFETY

.



		

Action 

		Responsibility of

		

Standard

		

Dependent upon



		The PB will provide a safe working environment to look after the health, safety and wellbeing of DDiT to the same extent as that if they were the PB's own employees and in accordance with HDL 2001 50.



On the first day of the placement, the PB is responsible for verifying the identity of DDiT placed in their Board.



		PB

		In line with health and safety and other relevant legislation.



Safer Pre and Post Employment checks.

		Receipt of timely and accurate information from NES to NHS Grampian and the PB regarding the rotations of DDiT.



		The PB should conduct risk assessments to ensure a safe working environment is provided to look after the health, safety and wellbeing of DDiT to the same extent as that if they were the PB's own employees.



The PB shall comply with requirements to complete risk assessments in respect of DDiT who are pregnant or where Equality Act is deemed to apply in respect to health/disability

		PB

		



In line with health and safety and other relevant legislation.



In line with NHS Grampian Family and Attendance Management Policies. 

		

Receipt of timely and accurate information from NHS Grampian regarding DDiT rotating to the Placement Board. 



NHS Grampian responding to the risk assessment and fulfilling obligations defined in policy. 



		The PB will ensure (with reference to the Professionalism Compliance Analysis Tool (PCAT) where appropriate) that the requirements of New Deal and Working Time Directive are satisfied in respect of each Trainee on placement there.





		PB

		Undertake monitoring as required by any national and mandatory NHS requirements.

		DDiT must comply with the PB process.



		The PB will report to NHS Grampian all extra duties worked by a DDiT in the PB on a monthly basis where staff bank arrangements are not used.

		PB

		In line with payroll deadlines.

		Subject to the DDiT submitting an authorised claim form in line with the payroll deadlines.



		NHS Grampian has a number of duties as required under Health and safety legislation. The duties relate to employees and other groups such as patients, visitors and contractors.  NHS Grampian accepts that the minimum acceptable standards of health and safety are those contained in legislation.  It is the obligation of NHS Grampian to meet these standards and strive for continuous improvement.  NHS Grampian is responsible for all employees regardless of where they work, which will include PBs.  NHS Grampian is required to co-ordinate and co-operate regarding health and safety arrangements where more than one organisation or group share a workplace or visit premises.



It should be clear that NHS Grampian are responsible for DDiT making safety at work a priority to protect themselves, their colleagues, patients and visitors.



NHS Grampian requires assurance that the appropriate policies and safety procedures are in place to protect their employees when working In PBs.

Key issues which must be addressed are as follows;

· Incident reporting procedures for non-clinical and clinical incidents.

· Procedures in the event of a needlestick injury.

· Processes to ensure local training is required for identified health and safety risks.

· Suitable procedures and local rules regarding Radiation Safety.

· Procedures are in place for respiratory protection face fit testing.

· Policies and procedures are in place to ensure personal safety of staff with regard to security and violence and aggression measures.

The above list is not exhaustive but covers the main areas of non-clinical risk.  Where appropriate, the relevant national PIN guidelines should apply.

		PB

		Health and Safety at Work Act 1974 and associated legislation.

		PB providing reassurance/evidence to NHS Grampian that the appropriate policies and safety procedures are in place









STAFF GOVERNANCE



		

Action 

		Responsibility of

		

Standard

		

Dependent upon



		The duty of care to patients is legally owed by the PB. Where the care is provided by the DDiT acting as an agent of the PB then that Board must assume responsibility for the clinical standards of care being provided, which would extend to ensuring the DDiT induction, supervision and support on their prevailing clinical policy and standards complies to minimum standard. The placement  board will held accountable for the quality of clinical practice undertaken by DDiT 



PB will agree civil liability e.g. for claims – that responsibility for meeting these would be with the PB  - which avoids Employment Board being sued for care provided whilst not under supervision of NHS Grampian 

		PB

		National clinical Governance standards

		PB agreeing to confirm civil liability and confirm they meet minimum standards



		Investigate, resolve and inform the NHS Grampian, and the Responsible Officer of any complaints whether brought by a DDiT or any other person and arising out of or in connection with the placement of any DDiT.

		

		In line with the PB complaints policy and procedures.

		Being made aware of a complaint and the DDiT complying with any investigation.  *Noting that if the PB any concerns at any time regarding a DDiT not fulfilling their obligations they should notify NHS Grampian and the Responsible Officer.







4      System



4.1    	Turas People

	

	NHS Grampian Board and PB to access Turas People in processing the following actions:

	

· Offer Letter

· Pre Employment checks

· Contract

· Placement Details Letter

· Personal Information

· Staff Engagement Form

· Change Form

· [bookmark: _GoBack]Termination Forms



4.2        SSTS   



PB to have external user access to NHS Grampian’s SSTS to record and managed DDiT’s leave and sickness absence.



4.3        NHS Grampian Policies



Placement Board to access NHS Grampian Policies & Procedures via the NHSG internet www.nhsgrampian.co.uk or on request from Grampian HR Hub at grampian.hr@nhs.net 



4.4	SWISS



NHS Grampian will monitor workforce trends and data, using SWISS and will send reports as required to Placement Boards.



5	Service Quality Assurance

Regular analysis and reports will be produced by measuring key performance indicators, as shown in the table below:









This information will be used to monitor the delivery, quality and performance of the Shared Services Lead NHS Grampian Model to ensure that the service provided is of a high quality, effective and customer focused.  The reports will also indicate any trends and demand patterns to help identify potential improvement and developmental needs of the model.









APPENDIX A

[bookmark: Appendix_F]

POLICY SCHEDULE - POLICIES, PROCEDURES AND GUIDELINES FOR DOCTORS AND DENTISTS IN TRAINING 



These are in addition to GMC Standards, other regulatory standards, the Gold Guide: A Reference Guide for Postgraduate Specialty Training in the UK/ the Purple Guide: A Guide to Foundation Training in Scotland and educational governance responsibilities set out in the SLA.



		Ref.

		Policy/Procedure/Guidelines 

		Policy Author (Early Implementer)



		1. 

		Adoption and Fostering Policy

		NHS Grampian





		2. 

		Alcohol and Drugs Policy

		NHS Grampian





		3. 

		Attendance Management Policy

		NHS Grampian





		4. 

		Domestic Abuse- Support for Staff Policy

		NHS Grampian





		5. 

		Dress Policy

		NHS Grampian





		6. 

		Fire Safety Policy

		Placement Board



		7. 

		First Aid at Work Policy

		Placement Board



		8. 

		Framework for Support (covering grievance and disciplinary and capability)



		NHS Grampian





		9. 

		Gender Based Violence (Support for Staff) Policy

		NHS Grampian





		10. 

		Learning and Development Policy

		NHS Grampian





		11. 

		Relocation Policy and Procedure

		National Policy 





		12. 

		Management of Stress at Work Policy

		NHS Grampian





		13. 

		Manual Handling Policy

		Placement Board 



		14. 

		Organisational Change Policy

		NHS Grampian



		15. 

		Policy on the Use of Mobile Communication Devices in Healthcare Premises



		NHS Grampian





		16. 

		Recruitment and Selection Policy

		NHS Grampian

 



		17. 

		Dealing with Bullying and Harassment

		NHS Grampian





		18. 

		New starters information for Doctor and Dentist in Training

		National Policy







		19. 

		Interview Expenses

		NES Policy





		20. 

		Banding Appeals Procedure

		National Policy





		21. 


		Maternity Leave and Support for Breastfeeding Mothers 



		NHS Grampian





		22. 

		Paternity Leave Policy



		NHS Grampian



		23. 

		Parental Leave Policy

		NHS Grampian



		24. 

		Personal Use of Social Media Guidance

		NHS Grampian



		25. 

		Policy for the Management of and Learning from Adverse Events and Feedback



		NHS Grampian



		26. 

		Recruitment and Selection Policy

		NHS Grampian



		27. 

		Redeployment Policy

		NHS Grampian



		28. 

		Professional Registration Policy

		NHS Grampian





		29. 

		Social Media for Business Use Policy

		NHS Grampian





		30. 

		Special Leave Policy

		NHS Grampian





		31. 

		Tobacco Policy

		NHS Grampian





		32. 

		Whistleblowing Policy

		NHS Grampian





		33. 

		Workplace Adjustment Policy

		NHS Grampian





		34. 

		Corporate Health and Safety Policy

		NHS Grampian





		35. 

		Equality, Diversity and Human Rights Policy



		NHS Grampian



		36. 

		Annual Leave Guidelines

		Placement Board





		37. 

		Ad Hoc Requests from Doctor in training for Specialised Equipment



		National Policy 



		38. 

		Appointing Locum Appointments for Training (LAT) Policy



		National Policy



		39. 

		Data Sharing Agreement

		National Policy 





		40. 

		Information Governance Policy

		Placement Board 





		41. 

		Privacy and Data Protection

http://www.nes.scot.nhs.uk/privacy-and-data-protection.aspx 



		NES 







Note: The above list is not exhaustive and is expected to change during this Agreement, in accordance with changing contractual requirements. 



Once for Scotland 
On Boarding





Evidence financial efficiency savings (reduced PVG costs, OH, administration) 





Evidence improved consistency and information sharing via metrics and employee relations reporting through system.





Attraction





Monitor recruitment and retention data.





Improved trainee employment experience





Monitor feedback through existing questionnaires (trainee surveys, exit questionnaires, iMatter).





Monitor maternity and sickness absence for reduced complexity and therefore less administration time.





Improved monitoring of employee relations issues demonstrated through tracking on system (TURAS).





Reduction in tax code issues - monitor feedback from trainees.





Sharing Information (maternity, absence, performance, payroll)
























image3.emf
East v3.1 - DDiT  Shared Services Lead Employer Model Standard Operating Procedure (Dec 19)).zip


East v3.1 - DDiT Shared Services Lead Employer Model Standard Operating Procedure (Dec 19)).zip


Appendix C - East Region Enquiries Process 171119.docx

Appendix C


East Region Enquiries Process


Doctors in Training (DiT) and Managers should contact their Placement Board HR in the first instance with any DiT relating enquiries, with the exception of payroll related issues which should be directed to the Employing Board.


Employing Board Policies and Procedures can be found on HR Online (http://intranet.lothian.scot.nhs.uk/HR/hrpolicy/Pages/HRPolicy.aspx)


			Area


			Queries Relate To


			Contact Details





			General HR Enquiries


			HR Policies & Procedures


Terms & Conditions





			NHS Lothian 


0131 536 1130 option 3


HR.Enquiries@nhslothian.scot.nhs.uk





Policies & Procedures 





NHS Borders


01896 826 167


medical.staffing@borders.scot.nhs.uk





NHS Fife


fife-uhb.medicalhr@nhs.net














			Onboarding


			Pre-employment Checks


Offer Letters


Placement Letters


Contracts


Employment Confirmation





			NHS Lothian  


0131 536 1130 option 2  then press 2


Medical.Personnel@nhslothian.scot.nhs.uk





NHS Borders


01896 826 167


medical.staffing@borders.scot.nhs.uk





NHS Fife


fife-uhb.medicalhr@nhs.net





The hub for placement boards pre employment pack


https://hub.nes.digital/








			Working Pattern


			Rotas


Banding


Banding Supplement 


			NHS Lothian  


ComplianceTeam@nhslothian.scot.nhs.uk





NHS Borders


01896 826 167


medical.staffing@borders.scot.nhs.uk





NHS Fife


fife-uhb.medicalhr@nhs.net


(Please contact the HR Officer in your Directorates)





Anaesthetics


01592-643355  ext 28687


Care of the Elderly Medicine 


01592 643 355  ext 28682


Chest Medicine


01592 643 355  ext 28682


Emergency Medicine 


01592 643 355  ext 28685


ENT


01592 643 355  ext 28680


Foundation Trainees in General Practice


01592 643 355  ext 28681


General Medicine 


01592 643 355  ext 28682


General Surgery & Urology


01592 643 355  ext 28687


Labs 


01592 643 355  ext 28680


Mental Health including Learning Disabilities


01592 643 355  ext 28681


Obstetrics and Gynaecology


01592 643 355  ext 21899


Orthopaedics 


01592-643355  ext 28680


Oral Surgery 


01592 643 355  ext 21899


Ophthalmology 


01592 643 355  ext 28685


Paediatrics


01592 643 355  ext 28685


Palliative Care


01592 643 355  ext 28685


Public Health


01592 643 355  ext 21899








			Pay & Expenses


			Payroll support


Expenses


Salary Placement


Payroll deadline





			0131 536 4560


Please contact payroll by logging into the website:


https://nhsnss.service-now.com/nhslpay


Once on the home page of the website, you can click on 'submit an enquiry', which is located next to 'sign in' at the top right hand side, and then complete the appropriate sections.





Payroll deadline can also be found in the above weblink.


All P45, Change Form, Expenses Form and receipt should be send to:


NHS Lothian


Payroll Department


Waverley Gate


2-4 Waterloo Place


Edinburgh


EH1 3EG








			Maternity / Paternity/ Shared Parental/ Adoption Leave


			For specific information regarding maternity/paternity provision, statutory entitlements and obligations





			MaternityLeave&Secondment@nhslothian.scot.nhs.uk








			Medical Education


			Induction


Programme Information


Programme Resources & Support


LearnPro Issues


			NHS Lothian 





NHS Borders


01896 827641


medical.education@borders.scot.nhs.uk 





NHS Fife











			Sickness Absence/ Annual Leave


			Annual Leave Request


Sickness Absence Reporting


			Please contact the Lead Consultant in your area and follow local process





			Accommodation


			


			Please note there will be a charge for accommodation if requested. If you require accommodation, please contact the following;  





NHS Borders


01896 826 167


medical.staffing@borders.scot.nhs.uk





NHS Fife


Queen Margaret Hospital


Fife-UHB.westfifesupervisors@nhs.net





Stratheden Hospital 


Fife-UHB.facilitiessecretaries@nhs.net








			OHS


			OHS referral


OHS Support and Counselling


OHS Physiotherapy Service


Clinical Occupational Health Service


Manual Handling


Health & Safety


			NHS Lothian


0131 536 1135 option 5 


OHenquiries@nhslothian.scot.nhs.uk





NHS Borders


01896 825982


ohsadmin@borders.scot.nhs.uk



NHS Fife


fife-uhb.occhealth@nhs.net
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Appendix D


East Region Contact List


			Area


			Issue Relate To


			Contact Details





			Employee Relations


			Suspension


Grievance


Investigation


Conduct


Sickness Absence


Performance








			NHS Lothian


medicialanddentaler@nhslothian.scot.nhs.uk





NHS Borders


01896 826 167


medical.staffing@borders.scot.nhs.uk





NHS Fife


fife-uhb.medicalhr@nhs.net








			Onboarding


			Pre-employment Checks


Offer Letters


Placement Letters


Contracts


Resignation


Termination


Salary Placement


			NHS Lothian  


0131 536 1130 option 2  then press 2


Medical.Personnel@nhslothian.scot.nhs.uk





NHS Borders


01896 826 167


medical.staffing@borders.scot.nhs.uk





NHS Fife


fife-uhb.medicalhr@nhs.net








			Working Pattern


			Rotas


Banding


Banding Supplement


			NHS Lothian  


ComplianceTeam@nhslothian.scot.nhs.uk





NHS Borders


01896 826 167


medical.staffing@borders.scot.nhs.uk





NHS Fife


fife-uhb.medicalhr@nhs.net





Anaesthetics


01592-643355  ext 28687


Care of the Elderly Medicine 


01592 643 355  ext 28682


Chest Medicine


01592 643 355  ext 28682


Emergency Medicine 


01592 643 355  ext 28685


ENT


01592 643 355  ext 28680


Foundation Trainees in General Practice


01592 643 355  ext 28681


General Medicine 


01592 643 355  ext 28682


General Surgery & Urology


01592 643 355  ext 28687


Labs 


01592 643 355  ext 28680


Mental Health including Learning Disabilities


01592 643 355  ext 28681


Obstetrics and Gynaecology


01592 643 355  ext 21899


Orthopaedics 


01592-643355  ext 28680


Oral Surgery 


01592 643 355  ext 21899


Ophthalmology 


01592 643 355  ext 28685


Paediatrics


01592 643 355  ext 28685


Palliative Care


01592 643 355  ext 28685


Public Health


01592 643 355  ext 21899








			Pay & Expenses


			Payroll support


Expenses 





			Greg Martyn
Greg.Martyn@nhslothian.scot.nhs.uk





NHS Lothian


Payroll Department


Waverley Gate


2-4 Waterloo Place


Edinburgh


EH1 3EG





			Maternity / Paternity/ Shared Parental/ Adoption Leave


			For specific information regarding maternity/paternity provision, statutory entitlements and your obligations





			MaternityLeave&Secondment@nhslothian.scot.nhs.uk








			Medical Education


			Induction


Programme Information


Programme Resources & Support


LearnPro Issues


			NHS Lothian 


MED.induction@nhslothian.scot.nhs.uk





NHS Borders


01896 827641


medical.education@borders.scot.nhs.uk 





NHS Fife











			Finance


			Cross Charging


Extra Duties


Non Compliance ( Exceptional) Report


			NHS Lothian


Neil Russell


Neil.Russell@nhslothian.scot.nhs.uk





NHS Borders


Janice Cockburn
01896 828263
janice.cockburn@borders.scot.nhs.uk





NHS Fife


Caroline Leitch
caroline.leitch@nhs.net








			FOI


			FOI request


			NHS Lothian


Richard Mutch


Richard.Mutch@nhslothian.scot.nhs.uk





NHS Borders


foi.enquiries@borders.scot.nhs.uk 





NHS Fife


foirequestfife@nhs.net








			OHS


			


			NHS Lothian


0131 536 1135 option 5 


OHenquiries@nhslothian.scot.nhs.uk


NHS Borders


01896 825982


ohsadmin@borders.scot.nhs.uk



NHS Fife


fife-uhb.occhealth@nhs.net








			Turas People


			


			https://learn.nes.nhs.scot/3317/turas-people-user-guides














What to input in the email subject?


 (
Priority 
High - required immediate action/response
Low – action/response within 
2
-
5
 working days
)First state the priority followed by area








 (
2. 
Subject
(Include board in the subject)
Pre-employment Checks
Contract
OHS
Rotas & Banding
LTFT
Induction
Pay
Cross Charging
Out of Placement
Capability
Conduct
Sickness Ab
sence
Maternity/Adoption/Shared 
Parental Leave
Bullying & Harassment
Grievance
Suspension
Investigatio
n
FOI
)
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Appendix F


Risk Assessments








Doctors and Dentists in Training cannot commence work or be risk assessed if they:


· Have not returned a completed pre-employment paperwork 


· Have failed to evidence Foundation Year competencies 


· If any references are outstanding.


· If we do not have a reference from the most recent employer.  


· If the employee has failed to provide evidence of eligibility to work in the UK and the original visa paperwork has been viewed and copied and signed by the recruitment administrator or department.





Protection of Vulnerable Groups Risk Assessment 





Doctors and Dentists in Training should not start in post until the appropriate Protection of Vulnerable Groups (PVG) check is complete and deemed satisfactory.  It is recognised however, that there are circumstances where it may be possible to commence in post prior to completion of the PVG check. In such a case, a conditional offer of appointment should be made and a risk assessment of the post must be carried out by the appointing officer by completing the risk assessment proforma.





The following criteria must be considered as part of the risk assessment:


· Staffing levels


· Responsibilities and requirements of the post


· Level of supervision that can be provided


· Access to and type of patients








OHS





If the Doctor and Dentist in Training OHS status is not cleared prior to the date of commencement they must attend OHS prior to commencing duties. If the individual does not attend OHS and are not passed fit they must not commence work or be paid.  





If they are working in an EPP post they can only work on restricted duties until they are confirmed to be EPP cleared. 








Risk Assessment Proforma 





Section B and D of the Risk Assessment Proforma will be completed by the Medical Recruitment Administrator. 





Medical Recruitment Administrator will continue to provide update on the pre-employment checks and advise when the Doctors and Dentists in Training is able to commence full duties without supervision.  





A copy of the completed risk assessment form will be held in the Doctors and Dentists in Training’s personnel file.








  



East Region - Risk Assessment Proforma


Read ‘Disclosure – risk assessment and guidance for safer recruitment’ before completing this form


Please complete and return this proforma to the Medical Recruitment Team via


NHS Lothian Medical.Personnel@nhslothian.scot.nhs.uk


NHS Fife fife-uhb.medicalhr@nhs.net


NHS Borders medical.staffing@borders.scot.nhs.uk


			A. APPLICANT DETAILS (please print)





			


Name:    


			


Post Applied For :    





			


Department/Directorate: 


			


Vacancy Reference Number if applicable:





			B. ASSESSMENT – PVG SCHEME





			Does the individual have an existing PVG Scheme membership/ record for the required regulatory group (i.e. child and/or protected adult) relevant to the post they are being appointed?                                                		          Yes |_|           No |_|


If no, they cannot commence in post until the scheme membership/ record is processed and deemed satisfactory unless there are exceptional circumstances – Refer to risk assessment guidance attached (proceed to Section D)


If yes: 


Has the PVG Scheme record or membership been evidenced to medical recruitment administrator by the candidate?                                       		Yes |_|        No |_|


What is the date of the previous scheme record or membership? – please state                                                    Date:      /       /





PVG membership number – please state:                                                                                                                





			C. ASSESSMENT – Protection of Vulnerable Groups and Induction





			If the individual is external to the East Region, can they be supervised at all times until PVG clearance is confirmed?            


                                                                                                                                                                       Yes |_|         No |_|


If no, they cannot commence in post until the scheme membership/ record is processed and deemed satisfactory (proceed to Section E part ii)


Proposed date of commencement: …………../……………../……………..


Date of Induction:  …………………./…………………../…………………….


If date of induction is after date of commencement can the individual commence work?                              Yes |_|        No |_|





			D. ASSESSMENT – Occupational Health





			Does the individual have a clear Occupational Health Status?                                                                      Yes |_|         No |_|





If no, they cannot commence in post until they have be seen by Occupational Health and passed fit (proceed to Section E part ii).


If the candidate is working in an EPP post they can only work on restricted duties until they have been confirmed they are EPP cleared.





Proposed date of commencement: …………../……………../……………..


Date of Induction:  …………………./…………………../…………………….


If date of induction is after date of commencement can the individual commence work?                               Yes |_|          No |_|





			E. OUTCOME OF RISK ASSESSMENT – DECISION





			


i) Commence employment pending clearance (with supervision)                                                            Yes |_|          No |_|





			


ii) Await clearance prior to commencing employment                                                                               Yes |_|          No |_|





			Please state rationale for decision:








			F. APPOINTING MANAGER/RISK ASSESSOR





			


Name: _________________________________________________      Job Title: ______________________________________





Signature: ______________________________________________      Date:  _________________________________________








			G. MEDICAL DIRECTOR/ASSOCIATE MEDICAL DIRECTOR





			


Name: _________________________________________________      Job Title: ______________________________________





Signature: ______________________________________________      Date:  _________________________________________














August 2004
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Regional Lead Employer DDiT Performance and Support Management Group: East Region






Regional Lead Employer Doctors and Dentists* in Training Performance and Support Management Group: East Region


Terms of Reference


1.0
Introduction


As an employer, NHS Lothian takes seriously its responsibility for patient safety and its duty of care to its employees.  Therefore, there is a need to ensure that any concerns which arise involving Doctors and Dentists* in Training (DDiT) are dealt with at an early stage, at an appropriate level and as quickly as possible, working in conjunction with the two placement boards within the East Region, NHS Fife and NHS Borders and any other placement board where a Doctor in Training employed by NHS Lothian is placed and in line with the agreed NHS Scotland Employment Responsibilities Agreement and Regional Standard Operating Procedures.  Dealing with these cases appropriately also ensures we meet our governance commitments:


· to promote early identification of DDiT in difficulty;


· to provide managers with a clear structure for identifying and addressing these difficulties;


· to clarify lines of responsibility for other managers involved in managing DDiT requiring performance and/or support;


· to provide a network of support for managers;


· to meet the requirements set out in the GMC Thresholds (Scotland) Guidance;


· to provide a governance framework and system of assurance for the Responsible Officer.


This document sets out the Terms of Reference for the Regional Lead Employer DDiT Performance and Support Management Group: East Region



2.0
Purpose – Regional Lead Employer DDiT Performance and Support Management Group: East Region



The Regional Lead Employer DDiT Performance and Support Management Group: East Region is the formal mechanism by which additional support and remedial training is managed for DDiT who are experiencing difficulties.  The group does not replace the support and management required at level 1 support.  The group may escalate concerns that are serious or are not remediating to the NES Performance Support Unit. Most DDiT discussed by the group will be level 2 concern, but this is not exclusive.


* while Dental Trainees will not be included in the Lead Employer model until August 2019, they will be included in the Regional approach for the purpose of Performance Support 


The main aim of the Performance and Support Management Group is to ensure systems and procedures are developed and implemented in order to provide the appropriate support to DDiT.  In the first instance, problems must be clearly identified, the nature of the problem agreed and an action plan developed.  Follow up may be required to ensure that the action plan is being carried out and most importantly is resolving the problem. 


This group will support Clinical Supervisors, Educational Supervisors, Trainee Programme Directors (TPDs) and Clinical Directors (CDs) who have specific concerns about DDiT with practical advice, and signposting of resources. However the main focus of the Group will be supporting the management of DDiT with level 2 concerns. The group links into the NES Performance Support Unit: (http://www.scotlanddeanery.nhs.scot/trainer-information/performance-support-unit/)



. 


Performance Issues have been divided into 4 main groups; Competency, Health and Wellbeing, Personal Conduct and Professional Conduct by the Shared Services agreement. The role of the TPD/NES, DME, Placement Board and Employing board in the different issues is described in Table 1.


Table 1. Description of accountability for DDiT with Performance issues



			Issue 


			Involvement/ Management 





			


			Level 1 Concern


			Level 2 Concern


			Level 3 Concern





			Competency 


			Educational Supervisor 


			TPD/NES 


			DME 


			Board Level 





			Health and Wellbeing 


			Placement/ local board + DME 


			Lead Employer 


			TPD +NES 





			Personal Conduct 


			Placement/ local board + DME


			Lead Employer 


			TPD +NES 





			Professional Conduct 


			Placement/ local board + DME


			Lead Employer 


			TPD +NES 








3.0
Remit – Regional Lead Employer DDiT Performance and Support Management Group: East Region



The Group will:



· Ensure the application of policies and procedures are consistent across NHS Lothian through a process of review and audit of cases


· Ensure a fair and equitable standard by making decisions and recommendations on cases through a group consensus, wherever possible. In cases where there is a difference of opinion, these differences will be fully explored by the Group. The Group will reserve the right to escalate such cases to the Medical Director if required. 


· This Group will support trainees categorised as Level 1 or 2 concerns (See Appendix 1 for definition of levels). The NES PSU, via the Regional Associate Postgraduate Dean and TPD will oversee implementation of the training plan agreed for Level 3 support. The involvement and management by relevant boards, DME teams and NES will depend on the type of issue (See Table 1).



· Ensure the appropriate and timely escalation of cases to the Performance Support Unit


· It is the responsibility of NES representatives to ensure TURAS is updated accordingly and therefore information on level of concern is available to the PSU and Boards in order to support ongoing governance of these DDiT.


· The Group will monitor the timeliness and quality of information transferred between clinical areas to ensure a transparent and robust process of support (See Appendix 2: Transfer of Information Document)



· The Group will include oversight of GPST, Public Health and Occupational Health DDiT who are placed in the East region until an equivalent Performance and Support Management Group is established by NES for those DDiT in their employ.



4.0
Structure/Schedule Regional Lead Employer DDiT Performance and Support Management Group: East Region



The Performance and Support Management Group will meet quarterly and will be comprised of the following:



· NHS Lothian Acute Services Medical Director (chair)



· NHS Lothian Director of Medical Education (or representative)


· NHS Lothian Head of HR – Medical & Dental



· NHS Lothian Medical & Dental ER Team



· NHS Lothian Occupational Health



· Associate Postgraduate Dean for Doctors in Difficulty



· HR & DME Representatives from each Placement Board



· Representatives from NES (ideally Training Programme Director of programme each DDiT is placed within)



· Input from other individuals may be co-opted as required.



Appendix 1. Definition of Levels of Support



Level 1 Concern



Minor concerns which can be managed by local training team i.e. Clinical Supervisor (CS) and Educational Supervisor (ES) and the TPD will be aware of this and will have updated TURAS


· Concerns which are of low risk to patients, colleagues and self.



· ARCP outcome 5 , 7.4



· Concerns raised by educational or clinical supervisor requiring discussion with TPD/FPD but locally remediable.



· Health issues with 10 -20 days sickness leave per annum – either continuous or as sporadic ad hoc days


· Single failed examination


Level 2 Concern


Concern which if left unmanaged could pose a significant risk to patients, colleagues or for the trainee of failing to progress or requiring additional training time. The management of this depends on type of issue (see Table 1); However, the CS, ES and TPD will be aware and will have updated TURAS



· Unsatisfactory educational supervisor end of placement report.



· More than one examination failure or failure of examinations which will trigger additional time in training.



· ARCP outcomes 2, 3, 7.2, 7.3.



· Any trainee likely to require extension of training due to lack of satisfactory progress or ill health for any reason.



· Trainees requiring additional support to allow them to continue to cover on call and perform usual work of grade.



· Health problems with sickness leave of more than 20 days per annum.



· Any trainee requiring triggered Occupational Health referral by LEP.



· Any incident or clinical concerns triggering formal investigation.



Level 3 Concern



Concern or repeated performance problems that present a high level of risk to patients, colleagues or to progression of trainees in their programme. The management of this depends on type of issue (see Table 1); However, the CS, ES and TPD will be aware and will have updated TURAS



· Unsatisfactory educational supervisor end of placement report from more than one placement  in that training programme


· Repeated failure of examinations which will trigger additional time in training



· ARCP outcome 3, 4, 7.3, 7.4



· Any trainee who, despite extension of training due to lack of satisfactory progress or ill health, is still not meeting training  targets


· Any clinical concern requiring removal from on call duties or usual work of grade



· Any incident or clinical concerns triggering formal investigation which triggers suspension from duty or removal from clinical duties to a period of non-clinical duties pending outcome of investigatory process.


· Any GMC referral by LEP or trainers



· Combinations of any of above



Appendix 2. TPD TRAINEE TRANSFER OF INFORMATION FOR CLINICAL DIRECTORS



			Date of Transfer of Info


			


			TPD Name


			





			Trainee Name


			


			Current Educational Supervisor


			





			Next Placement


			


			Associate Advisor (PSU)


			





			Clinical Director


			


			


			





			Cc


			· HR


· ADME


· AMD


· NES Training Unit


·  Trainee





			FORM COMPLETED BY


			





			BACKGROUND INFORMATION









			Detail below any  areas which require attention/support





			CLINICAL PERFORMANCE/ COMPETENCY








			PERSONAL CONDUCT








			PROFESSIONAL CONDUCT





			HEALTH AND WELLBEING








			ACTION PLAN












Doctor In training: TPD Transfer of Information to next placement 


The Trainee has been made aware of these notes and they have been shared with them to allow any comment to be made. This will be filed and shared with those in the NES Management team or involved in their training, in order that there is a clear understanding of the current situation and future plan. A summary educator note will be made and added to their e-portfolio. 


PAGE  


1


Any enquiries to Medicalanddentaler@nhslothian.scot.nhs.uk
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1. 
Introduction



The purpose of the Doctors in Training (DiTs) Shared Services Lead Employer Model is to deliver an improved recruitment and employment experience for doctors in training, and enhanced effectiveness and efficiencies in practice - one employer for the duration of a training programme.



For Doctors in Training within the East Region and trainees in the following national training programme (excluding GPSTs):



· Diagnostic Neuropathology 



· Plastic Surgery 



· Forensic Histopathology 



· Clinical Pharmacology and Therapeutics 



· Community and Sexual and Reproductive Health 



· Cardio-thoracic Surgery 



· Genito-urinary Medicine 



· Vascular Surgery 



· Rehabilitation Medicine 



· Forensic Psychiatry 



· Core Surgical Training 



NHS Lothian will be the Employing Board; NHS Fife and NHS Borders as Placement Boards for the East Region; and all other NHS Scotland Boards as the Placement Boards for the national training programme. 



In accordance with the Employment Responsibilities Agreement, this document is intended to set out the roles and responsibilities of the Employer Board and Placement Board in undertaking the day-to-day management and activities in supporting the DDiT employment journey throughout the respective training programmes.  


2. 
Aims



· Provide DiTs with optimum continuity of employment and positive employment experience.



· DiTs will have one Employer per training programme.



· DiTs will have one on boarding pre employment check for the duration of their training to include reference checks, PVG check if appropriate and Visa check. 


· DiTs will have one pre employment health check per programme if appropriate.


· DiTs will receive one employment contract per programme.



· In the absence of the National Policies & Procedures for DiTs, the Lead Employer policies will apply unless otherwise agreed.



· NHS Lothian as the Employer Board will pay the DiTs across the East of Scotland and there will be supporting financial cross charging and monthly financial report arrangements in place.



· All other NHS Scotland Boards will become Placement Boards and will work on behalf of NHS Lothian in order to manage the DiTs.



3. 
Roles and Responsibilities



This section specified the Employing Board and Placement Board responsibilities in accordance to Medical Staffing/Employee Relations, Finance, Payroll, and Occupational Health functions.



3.1 
PRE-EMPLOYMENT CHECKS


			Action


			Delegated responsibility to Placement Board to deliver on behalf of Employing Board


			Standard/System/Template


			Dependent Upon





			Send conditional offer letters to successful candidates via Turas People within agreed timescales.






			Y


			Code of Practice.


CEL 10 (2014)


Offer letter template



Turas People


			Offer of a training programme from NES and allocation to a programme and Employing Board. 



Placement Board to send out conditional offer letters on behalf of the Employing Board to candidates placed in their Board. 









			Ensure that all required pre-employment checks are carried out including references, immigration status/right to work checks;
 criminal records background checks; independent safeguarding authority & protection of vulnerable group checks;
 and also ensure that appropriate medical clearance is obtained in accordance with NHS Code of Practice and Fitness To Practice.


In cases where Occupational Health advise the Equality Act applies,  Placement Board to inform both the management line and the Employing Board HR team. A response is required from the EB HR team prior to any adjustment being confirmed. The check is left open within Turas People until the fitness check arrangements are concluded. 


			Y


			In line with PIN Guideline: Safer Pre and Post Employment Policy requirements, subject to the national recruitment document checking process as agreed through the SMT HR Sub Group.


Minimum of 2 references (supervisor reports) one being the most recent employer or educational institute



Fitness to Practice Declaration Form completion 



Sight check and verification of ID prior to or at commencement of first placement






			Dependent upon the Trainee completing and returning documentation, including Fitness to Practice Declaration Form.



Placement Board to complete Risk Assessment Proforma on behalf of Employing Board if there is a delay with the Doctor in Training pre-employment checks, 



Also subject to Disclosure Scotland and UKBA undertaking their obligations in a timely manner. 



Dependent on Placement Board to carry out all the required pre-employment checks on behalf of the Employing Board in an effective and in a timely manner.



Placement Board having arrangement in place for checking ID/Passport





			Fitness to Practice



The Placement Board will use all reasonable endeavours to ensure the Employing Board is able to discharge its responsibilities under the Responsible Officer Regulations. The Placement board requires to notify the Responsible Officer or delegates (or nominates) of any concerns which might be relevant to the fitness of practice of a Doctor in Training. 



Placement Board HR staff to monitor and appropriately action any ongoing issues advised by Deanery staff. Placement Board HR to continue to liaise with Deanery including Regional Performance Review Group as appropriate.



Where a fitness to practice issue may lead to GMC referral, the Employing Board also delegates to the Placement Board, the requirement to have a GMC registered and licensed doctor who, in conjunction with the Placement Board HR, and as described in the Employing Board Policy can take responsibility for any investigation or disciplinary procedures involving Doctors in Training. The Placement Board will liaise with the Employing Board Medical Director regarding any fitness to practice and/ or revalidation issues that may need consideration for referral to the GMC and/ or other relevant regulatory Bodies.





			Y - Monitoring of Fitness to Practice issues is a joint process between Placement Board and Deanery on an ongoing basis, with the sharing of any concerns with the Responsible Officer, Deanery and Placement Board HR.






			GM Good Medical Practice


			Training Programme Management team to be able to provide detailed, accurate timely information with regard to Doctors in Training employed by the Employing Board.





			Advise doctors in training of their placement.


			Y


			Code of Practice.


			Offer of a training programme from NES Deanery and allocation to a programme and Employing Board.



Dependent on the placement information to be available on Turas People in a timely manner.



Placement Board to advice Trainee of their placement on behalf of the Employing Board









			Issue new employee information to all Doctors in Training. “Placement letter Template”






			Y


			Prior to commencement of employment, and in line with the Code of Practice.


			Dependent upon satisfactory completion of all pre-employment checks by the Trainee.





			Upload recruitment documentation from agreed UK system to employee files for Doctors in Training employees.






			N


			Code of Practice.


			Placement Board to upload documentation of their trainee on behalf of the Employing Board. 








			Confirm via previous payslip/ transfer certificate/ with previous employer(s) details of previous employment in order to establish the correct salary, taking into consideration protection issues.


			Y


			As per Terms and Conditions Circulars


			Dependent upon the Trainee returning documentation.



Dependent on Placement Board to carry this out on behalf of the Employing Board (via Turas People).








			Ensure any protected salaries are processed accurately for Doctors in Training





			Y


			Turas Report


			Dependent upon the Trainee returning documentation/ providing information. 









			Ensure all new doctors in training commence on their given start with all applicable employment checks completed. Where the Doctor in Training has not submitted requested documentation, they will not start until the checks are completed 



or 


Confirm a risk assessment proforma has been completed and the placement can commence. 



Notify the Employing Board and NES Deanery of any non-cleared doctors in training and detail the reason for delayed clearance. 






			Y


			Escalation process and Risk Assessment Proforma (Appendix E)


Weekly reports on cleared/ not cleared Doctors in Training.






			NES having notified the Employing Board and Placement Board of rotation/ placement details in a timely manner to enable the Employing Board to liaise with the relevant Placement Board.





			Confirm the Doctor in Training has started and provision of Staff Engagement Form information via Turas People to Employing Board payroll to enable the doctor in training to be added to monthly payroll





			Y


			Staff Engagement Form


Turas People



Payroll system





			Dependant on Turas People to send Staff Engagement Form information to Payroll in a CSV file in a timely manner.





			Ensure Doctor in Training identification has been verified on the first day of placement.


			Y


			


			Placement Board is responsible for verifying the identity of Doctors in Training placed in their Board on behalf of Employing Board.  .









			Update Turas People with relevant information on pre-employment checks and clearances.






			Y


			Agreed fields for updating. 


			Dependant on Placement Board to update system on behalf of the Employing Board








3.2 
EMPLOYMENT



			Action


			Delegated responsibility to Placement Board to deliver on behalf of Employing Board






			Standard/System/Template


			Dependent Upon





			Health & Safety


Ensure the Placement Board will provide a safe working environment to look after the health, safety and wellbeing of Doctors in Training to the same extent as that if they were the Placement Board's own employees and in accordance with HDL 2001 50, CEL (2011) 13 and PINs Guidelines


			Y


			In line with health and safety and other relevant legislation.



Safer Pre and Post Employment checks.



HDL 2001 50



CEL (2011) 13



PIN Guidelines


NHSS Data Sharing Agreement for DDiT





			Receipt of timely and accurate information from NES to the Employing Board and the Placement Board regarding the rotations of Doctors in Training.


OHS Push/Pull Process



Regional Performance Review Group





			Contract/Salary/Banding



Ensure Doctor in Training is notified of his/her banding for posts 6 weeks prior to commencement of placements via Turas People.



Ensure Doctor in Training salary scales, including banding, are correct at the time of issuing the contract of employment and upon subsequent rotation via Turas People.



Ensure contracts of employment are issued to new starters in a timely manner.






			Y


			Agreed documentation template (single contract/placement letter).



Code of Practice 



Relevant NHS Scotland Circulars.



Nationally agreed terms and conditions.



Turas People.






			Doctor in Training providing sufficient evidence from previous employment to be accurately placed on the scales.



Dependent on Placement Board to providing accurate information. 



Placement Board to notified Doctor in Training banding information on behalf of Employing Board.



Placement Board to issue contracts of employment to new starts on behalf of the Employing Board.



Doctor in Training commences in post and has provided up to date contact details on Turas People.












			Pay Band Appeals 



Arrange and hear Banding Appeals, notifying the Employing Board of the outcome.





			Y


			Within 2 weeks of the change being signed off through due process.



Banding Appeals Protocol, as per circular Junior Doctor Banding Appeals (CEL 17 (2008)) 





			Receipt of timely and accurate information from the Employing Board regarding Doctors in Training rotating to the Placement Board.





			Employee Record



Ensure that each Doctor in Training has an electronic personnel file/employee record.



Maintain Doctor in Training personnel and payroll information on HR System and Turas People as appropriate to ensure that relevant information, records and documentation held for employment purposes are accurately maintained and validated, through monthly reconciliation reports and payroll information. 



Maintain accurate records for the purposes of employment law and the equality duties, maintain an accurate minimum dataset (for Equality and Diversity purposes). 






			Y – Placement Board responsible for updating DiT personal file on Turas People.






			Turas People



Employing Board system and practice. 



KPIs



Equality Outcomes/ Reporting of Employing Board.


			Doctor in Training commencing training. 



Placement Board to update employee record on behalf of Employing Board.



Employing Board Management Information Systems.



Employing Board to share reporting with Placement Board





			Policies & Procedures



Maintain employment policies (Appendix A) and procedures which meet all national guidelines and legislative requirements. 



Involved in drafting revisions to the National Policies through the SMT Sub Group. 



Changes to other policies of the Employing Board will meet PIN Guideline requirements. 


Any changes to policies must be remitted through SMT Policy Sub Group with ratification through the Core Group.



Inform Placement Boards of any changes to policies and procedures.



Update HROnline of any changes to policies and procedures.



Ensure that relevant policies, procedures, tools and template, FAQ and guidelines are available and updated for doctor in training on the Employing Board website (HROnline). 


Appropriate mechanisms in place to communicate any policy or procedural changes with doctors in training affected.






			N


			SMT Review/ Monitoring



PIN Guidelines/ Policies.



Relevant Employment & H&S Legislation. 



HROnline



Staff Governance Standard: Well informed. 


Contract of Employment, Terms & Conditions





			Employing Board policies and procedures to be applied in the absence of National Policies and Procedures.



Whilst the default policy will always be that of the Employing Board, there may be certain circumstances where the policy of the Placement Board will be applied, for example Banding Appeals Protocol. This will only occur in complex situations where cases involve multiple employees who are employed by different employers. In cases such as this, agreement should be sought from all parties to use one policy as opposed to multiple ones. Usually it will be the policy of the person who is bringing the grievance or who is the subject of potential disciplinary action, for example, which would be followed. In these circumstances, where a placement board policy is agreed, that policy will become the applicable policy in terms of the trainee contract. 



Information being updated regularly. Clear signposting.



Clear communication to stakeholders.





			Enquiries



Manage enquiries from Doctor in Training about their Terms and Conditions of Service and contracts in accordance with the relevant policies. 


.





			Y


			Agreed enquiries/escalation  process (Appendix C)


National policies.



Employing Board Policies 





			Employing Board and Placement Board Mailbox/ contact numbers available within agreed times. 








			Ensure any amendments to contract due to changes to training programme notified by NES Deanery are actioned through payroll and amendment to contract documentation is activated, with all systems and employee files being updated. 






			Y


			Payroll deadlines (Appendix C)


Turas People – Change Form



Payroll System


			NES Deanery providing adequate notice of any changes to the training programme that may impact on contractual terms or on payroll e.g. OOP.



Placement Board advising of any changes to banding supplement/ Appeal Outcomes.


Placement Board to response to confirmation of employment request on behalf of Employing board.


Turas Change Report









			Ensure all Doctors in Training comply with and meeting their requirements to maintain GMC/ GDC registration and satisfy PVG and Right to Work requirements. Notify the NES Deanery of any issues. 






			Y


			Monitoring systems in place with GMC/ GDC and PVG.



Right to work monitoring and review mechanisms in place. 


			GMC/ GDC or Disclosure Scotland contacting Employing Board to advise of any issues. Where the issue relates to PVG/Tier 2 – NES will be notified and will be responsible for updating Placement Board.


Turas People to have the updated information from GMC









			Ensure where appropriate that Doctors in Training are advised of the requirement for them to ensure that they have adequate personal top up cover with a medical defence organisation for any acts out with employment and not covered by CNORIS.






			Y


			Cover in employee starter information.



Contract of Employment


			Doctors in Training following up on any top up cover requirements.








			Resignation/Termination



Acknowledge Doctors in Training resignations in writing; activate the exit processes; notify the Placement Board and NES Deanery, and agree notice period with all Parties.



When calculating final salary payments take into account any annual leave entitlement that a Doctor in Training may have outstanding on termination.



Ensure that leavers information is communicated to NES Deanery.


Process termination form via Turas People in line with payroll deadlines.





			N


			Template letter 



Turas People


Terms and Conditions.



Agreed information flow


Turas reporting.


Payroll deadline (appendix C)





			Doctors in Training sending resignation to their Employing Board 3 months prior leaving date.



Placement Boards and Doctors in Training ensuring annual leave is taken in rotation wherever possible.



Turas functionality.



 





			Risk Assessments



Undertake risk assessments where a Doctor in Training has not received full clearance at the pre-employment stage to determine if the placement can commence.



Conduct risk assessments to ensure a safe working environment is provided to look after the health, safety and wellbeing of Doctors in Training to the same extent as that if they were the Placement Board's own employees.



Comply with requirements to complete risk assessments in respect of Doctors in Training who are pregnant or where Equality Act is deemed to apply in respect to health/disability





			Y


			Completion of relevant risk assessment documentation (Appendix E) for the following, when required;



· pre-employment checks


· workplace/environment


In line with health and safety and other relevant legislation.


In line with the Employing Board Policies.





			Receipt of timely and accurate information from NES to the Employing Board and the Placement Board regarding the rotations of Doctors in Training.


Receipt of timely and accurate information from the Employing Board regarding Doctors in Training rotating to the Placement Board.


Placement Board undertaking Risk Assessments in a timely manner. 


The Employing Board responding to the risk assessment and fulfilling obligations defined in policy. 





			Induction



Responsible for the induction and ongoing training (Programme, Board and Local (Unit) of all Doctors in Training that are engaged to providing care to patients. http://www.sehd.scot.nhs.uk/dl/DL(2016)12.pdf 






			Y


			Teaching at local induction shall be in line with NHS standards.


			Receipt of timely and accurate  information from NES regarding DiT rotation





			Occupational Health



Ensure that Doctors in Training can access the provision of Occupational Health services for both specialised and vaccinations and for regular health surveillance through the agreed self-referral and management referral processes, with advice and contact details available on the Employing Board website (HROnline).



Reasonable adjustment and requests from doctors in training for specialised equipment must be handled in accordance with agreed Policy.


Ensure all OH information is uploaded to DiT record on Cohort.






			Y


			OHS Passport.



Safe & Well at Work, Health Clear, CEL (2011) 13 and CEL(2012)18 



Employing Board Policy



OHS Service Standards



HROnline



Cohort



NHSS Data Sharing Agreement for DDiT



Agreed Push Pull Process for transfer of OH Info


			OHS passport



Nature of support required


Placement Board to provide appropriate OHS support and update information on Employing Board’s behalf. 



Push Pull process operating effectively





			Absence Management



Ensure proactive, accurate monitoring, recording and management of all sickness absence for Doctors in Training in accordance with the relevant policy. Updating of SSTS. 



Continue to action rotation details for Doctors in Training whilst they are on sick leave. 



Ensure sickness absence information is shared with payroll, Placement Board and NES Deanery.






			Y


			Monthly reports provided. Ad hoc real-time reports available as and when required.



Employing Board Policy 


PIN



Agreed absence recording process.



SSTS



Regional Performance Review Group Data Transfer / ToR


			Placement Board to manage sickness absence on behalf of Employing Board.



Placement Board to record and monitor absence on behalf of Employing Board (via agreed systems) and complete Return to Work interviews. 


Placement Board to notify trainees on sick leave when they are due to go onto half/no pay.


Fit notes sent to be kept in personal file


Placement Board to keep Employing Board and NES informed of any absence related issue via quarterly Regional Performance Review Group and ensure HR handover of cases..









			Maternity/Paternity/Adoption/Shared Parental Leave/ Special Leave



Process leave requests for in accordance with the relevant policy and scheme of delegation, ensuring all relevant paperwork is uploaded to Turas People and change forms raised for payroll where appropriate. 



Notify NES Deanery and Placement Board of a Doctor in Training’s request to take maternity, paternity, shared parental or adoption leave. 



Placement Board to notify Employing Board of any changes to start or return date. Continue to action rotation details for Doctors in Training whilst on maternity leave. 


Process special, unpaid, maternity, paternity, adoption and shared parental leave through payroll. 






			N – for the East Region Boards only. National Training Programme to be confirmed.


			Initial response, wherever possible within 5 working days of receipt of application. 



Employing Board Policies


			Notification from Doctor in Training of leave. 



NES Deanery notify employing board of any requests received from Doctors in Training to change their training programme and having an impact on contractual changes that impact on payroll e.g. OOP.





			Less Than Full Time



Requests from a Doctor in Training to work and train less than full time managed in accordance with the relevant policy. Once an application has been approved by NES Deanery and Placement Board, the Placement Board to issue an amended contract of employment to the Doctor in Training on behalf of Employing Board.






			Y


			In accordance with payroll deadlines wherever possible (Appendix C).  


			NES notify Employing and Placement Board of any requests for contractual changes that impact on payroll e.g. change in working hours. 



Placement Board to process and  amend contract on behalf of Employing Board





			Working Hours 



Ensure (with reference to the Professionalism Compliance Analysis Tool (PCAT) where appropriate) that the requirements of New Deal and Working Time Directive are satisfied in respect of each Trainee






			Y


			Undertake monitoring as required by any national and mandatory NHS requirements.


			Doctors in Training must comply with the Placement Board process.





			Extra Duties



Report to the Employing Board all extra duties worked by a Doctor in Training in the Placement Board on a monthly basis via SSTS where staff bank arrangements are not used.






			Y


			In line with payroll deadlines (Appendix C).



SSTS


			Subject to the Doctor in Training submitting an authorised claim form in line with the payroll deadlines.



Placement Board to process payroll notes on SSTS. Payroll notes processed by Placement Board.





			Conduct/Performance 


Linking in with the Placement Board through close communication and quarterly Regional Performance Review Group to coordinate and progress concerns about the conduct, performance and health of Doctors in Training in accordance with the relevant policy. 



Sharing of information with NES. 



Case management of all Doctors in Training who falls within the auspices of the Doctors in Difficulty: Competence and Performance Policy. 



Providing senior HR advice and representation to any processes. 



Notify the Regional Performance Review Group of any issues as per agreed levels of support.


Where disciplinary issue may lead to GMC referral, the Employing Board also delegates to the Placement Board, the requirement to have a GMC registered and licensed doctor who, in conjunction with the Placement Board HR, and as described in the Employing Board Policy, can take responsibility for any investigation or disciplinary procedures involving Doctors in Training. The Placement Board will liaise with the Employing Board HR team regarding any fitness to practice and/ or revalidation issues that may need consideration for referral to the GMC and/ or other relevant regulatory Bodies. Investigations will be initiated by the Placement Board and any involvement from Employing Board at this stage should only be to provide information from an educational perspective should it be required.



Appeal set up by Placement Board. Unless otherwise agreed, the Employing Board HR would attend as HR advisory support to the Chair, same HR rep travels from Stage 3 to the Appeal , rest of panel constituted by Employing Board.



The Placement Board will administer all paper work throughout process. Issuing Stage 3 paperwork will be the approval of the Employing Board chairperson. All paperwork will be shared between Placement and Employing Board.





			Y – up to the point of dismissal/appeal, at which point Employing Board would assume responsibility.


TPM/Deanery staff to inform Employing Board HR/Placement Board about any fitness to practice issues immediately.


			Relevant Policies



NES (Responsible Officer) Regulations



Regional Performance Review  Group (Appendix F)


Employee Relations Process Map (Appendix B)


			Placement Board and Employing Board fulfilling local responsibilities in line with Policy, including investigation roles.



Information sharing with Employing Board  (Responsible Officer).



Joint working by all parties to ensure handover arrangements are operating effectively and are in line with the Terms of Reference of the Regional Performance Review Group.  








			Suspension 



A Doctor in Training suspended from his/her clinical responsibilities is regarded as temporarily returned to his/her Employing Board. It is then for the Employing Board to decide whether disciplinary action is necessary in the circumstances.



Placement Board would have authority to suspend and would ensure Employing Board is notified, liaising with NES Deanery as required. 



Placement Board would investigate and make any conduct decision up to but excluding dismissal – any potential cases for dismissal would go to a joint panel - the designated officer in the Employing Board involved.



The classification of conduct needs to spelled out as well – personal (Employing Board / PIN applies) professional conduct / clinical (HDL 1990 8 or replacement applies.  But keeps Employing Board notified (in a method yet to be determined) 






			Y


			Management of Employee Conduct Policy 


PCS (DD) 1994/11 applies to suspension 


Employee Relations Process Map (Appendix B)



Regional Performance Review Group (Appendix F)





			Placement Board in conjunction with the Employing Board will agree action to be taken.  



Placement Board may exclude from the workplace and Employing Board may suspend from clinical responsibilities. 





			Grievance



All grievances must be handled in accordance with the relevant Employing Board policy and scheme of delegation. 


The Placement Board will attempt informal resolution and investigate / hear grievances up to stage 2 grievance.  If the grievance proceeds to stage 2 Placement Board and Employing Board will jointly risk assess prior to Placement Board hearing grievance at stage 2. 






			Y – up to the point of dismissal/appeal, at which point Employing Board would assume responsibility.






			Grievance Policy


Employee Relations Process Map (Appendix B)



Regional Performance Review Group (Appendix F) 


			Placement Board and NES fulfilling local responsibilities in line with Policy, including investigation roles. 



The nature of the grievance will inform which Board leads on the grievance e.g. banding appeals will be led by Placement Board.





			Bullying and Harassment



All bullying and harassment complaints will usually be handled in accordance with the relevant Employing Board policy and scheme of delegation. However, where the alleged perpetrator is a Placement Board employee, the Placement Board Policy is applicable. 


If the DiT is alleged perpetrator the Employing Board policy is followed, irrespective of alleged victim.


Inform the Postgraduate Dean and NES of any bullying and harassment complaints from or about a Doctor in Training so that any impact on education and training can be considered.  


			Y – up to the point of dismissal/appeal, at which point Employing Board would assume responsibility.


			Policy.


Employee Relations Process Map (Appendix B)



Regional Performance Review Group (Appendix F) 


			Placement Board and NES fulfilling local responsibilities in line with Policy, including investigation roles. 





			Financial References/Confirmation of Employment



Provide bank and building societies with financial references following approval from the Doctor in Training. 






			Y


			Templates.



To agree Response time.


			Doctor in Training providing consent. 


Placement Board receive request and process on behalf of Employing Board.





			Mandatory Training



Ensure that the mandatory training requirements of the Employing Board are completed within agreed timescale.


DiT statutory and mandatory training records to be updated on empower





			Y


			Staff Governance Standard – Appropriately Trained.



Mandatory Training Policy


empower  


			Doctor in Training completing the training. Escalation process in place where non- compliant. 





			Service Quality Assurance



Have in place a system to obtain formal customer feedback from Doctor in Training and Placement Boards.



Measure delivery of Employment Responsibilities against agreed Key Performance Indicators.






			Y


			Exit questionnaire.



SMT 



iMatter



KPIs



National Training Survey






			Doctor in Training completing exit questionnaire. 



Employing Boards using KPIs to inform continuous improvement of services provided.









			Fairwarning


The Placement Board will be responsible for dealing with any Fairwarning breaches identified through application of the Fairwarning Policy of the Placement Board, and send copies of all information relating to the breach to the Employing Board to then manage.






			Y


			


			





			Duty of Candour



The Placement Board will ensure the principles of the Duty of Candour are followed by all Doctors in Training.


			Y


			Health (Tobacco, Nicotine etc. And Care) (Scotland) Act 2016.


			





			Patient Complaint



Manage in line with Placement Board patient complaint process to investigate and progress, depending on outcome of process and if formal process required.


			Y


			Placement Board patient complaint process.


			








3.3 
ROTATIONS


			Action


			Delegated responsibility to Placement Board to deliver on behalf of Employing Board


			Standard/System/Template


			Dependent Upon





			Raise notification of change form on behalf of Employing and issue rotation placement details (as confirmed by NES) including Banding Supplement to the Doctor in Training; and process to payroll.






			Y


			Code of Practice



Placement letter



Turas People





			NES providing programme detail.



Placement Board updates Turas People



Dependent on Employing Board updating Turas People to provide timeous and accurate information on Doctors in Trainings who rotate to Placement Board. 









			Receive and respond to rotation enquiries or direct to NES or Placement Board where appropriate.






			Y


			Employment v Placement information. 


			Rotation detail confirmed by NES. 









			Process all paperwork and notification of change form through Turas People and save copies to DiT’s personal file.





			Y


			Placement Letter 



Change Form



Turas People






			Placement Board updates Turas People and issues placement letter



Placement template letter being copied to Employing Board. 








3.4 
PAYROLL


			Action


			Delegated responsibility to Placement Board to deliver on behalf of Employing Board






			Standard/System/Template


			Dependent Upon





			Have an appropriate payroll system, to ensure all Doctors in Training are paid on time in accordance with agreed timetables, including the issuing of accurate pay slips and any HMRC documents and in line with Scottish Government terms and conditions circulars.






			N


  


			Ensure payments are received on the next available   pay   date, and no later than two months of receipt, in   line   with   the   Employing Board Payroll deadlines. Estimated payments will be processed for New Starts in cases where paperwork has missed the normal payroll cut-off point.



  


			Notification of pay band supplements or work schedule being received from the Placement Board.



Doctors in Training supplying required documentation to have salary assessed correctly.



Receipt of confirmation of salary and Terms and Conditions from previous employer.









			Have appropriate systems in place to ensure the necessary deductions and employer contributions are paid in relation to SPPA, Income Tax, National Insurance contributions and any salary sacrifice or other deductions. 






			N


			Processed in next available monthly Payroll.


			Notifications of Opt Outs and Salary sacrifice schemes are received in line with Payroll cut-off dates.









			Maintain sickness records and ensure all payments are in accordance with occupational and statutory sick pay rules.






			N


			Processed in next available monthly Payroll.


			Notification of sickness absence received from the Placement Board.





			Maintain necessary maternity, adoption, paternity, parental pay records to ensure compliance with occupational and statutory maternity, adoption, paternity, parental pay scheme rules






			N


			Processed in next available monthly Payroll.


			Notification of intention received from the Doctor in Training.





			Have sufficient controls in place to mitigate against the risk of overpayment or underpayment of salaries. 



Ensure these controls are subject to audit through their own internal and external audit requirements.






			N


			Internal processes for approving payments within the Employing Board & Placement Board are regularly reviewed.



Payroll forms part of Internal Audit Risk plan.






			Accurate and timely information input onto Turas and communicated to both the Placement and Employing Board by NES in relation to rota changes. 



Timely communication between the Placement and Employing Board in relation to all other changes which would impact on pay.





			Provide payroll support to respond to Doctors in Training payroll related queries.






			N


			Doctors in Training are provided with contact details to deal with queries.


			Information provided by Placement board to enable the query to be investigated appropriately.









			Preserve historical records of doctors in training who have left in line with workforce/ payroll department timescales and according to statutory requirements.






			N


			Record retention policies in line with Statutory requirements.






			





			Maintain required records of any necessary unpaid leave.






			N


			Record within SSTS to ensure record is retained.






			Information provided by Placement Board 





			Ensure that all claim forms processed comply with relevant Expenses Policy and guidance.



Pay to Doctor in Training all approved removal expenses, including excess travel. 



Pay to the Doctor in Training all appropriate travel expenses (business mileage) and additional duty claims for work performed with the Placement Board subject to notification and approval from the Placement Board. 






			N


			Expenses should be paid within three months of the claim being received.



Ensure that recharges in respect of removals/travel expenses are actioned within three months of payment to the Doctor in Training. 



Policy.



Payroll Standards Operations Procedure.


			Doctors in Training submitting claim forms and evidence as required, with authorisation from Placement Board/ NES, within processing deadlines.





			Calculate industrial injury benefits as necessary 






			N


			


			Information from the Placement Board.





			Calculate and recover any overpayments as necessary.



In the event of an overpayment, the Employing Board will endeavour to recover any overpayment from the doctor in training. However, in the unlikely event that full recovery is not possible the following will apply:



where the overpayment is caused by the Employing Board failing to act reasonably on information supplied by the Placement Board, this will result in any financial consequences being met by the Employing Board,



if the error is caused by the Placement Board then the Placement Board will meet the financial consequences, or 



where the responsibility of the error is that of NES then any such financial consequences will be met by NES.


Overpayment communication:



Unless otherwise agreed depending upon an individual case, when an overpayment is identified, Payroll to communicate to the Placement Board, who will then contact the Doctor in Training to advise of the overpayment and inform of next steps.  





			N


Y


			In line with SFIs.


			Receiving timely and accurate information from the Placement Board and NES.





			Inflating basic pay records for incremental progression and pay awards including the calculation of arrears. 






			N


			


			





			Provide an annual P60 form (& P11d where applicable) in accordance with Her Majesty’s Revenue and Customs regulations. 






			N


			


			





			Complete P45 for leavers and forward to Doctors in Training together with final payslip.






			N


			


			





			Provide Responsible Officer and other appropriate organisations with service history for Doctors in Training who have taken up a new NHS post. 






			N


			


			





			Study leave and related expense claims made by the Doctors in Training will be subject to prior approval by the Placement Board and Postgraduate Dean (or authorised personnel) and if so approved will be disbursed to the doctors in training by the Employing Board through the payroll system, in line with Placement Board Finance’s roles & responsibilities.






			N


			In line with Payroll Standard Operations Procedure.


			Information and authorisation from the Placement board and NES.





			Process deductions and provide returns to SPPA in relation to Pension services.






			N


			


			





			If so requested by the Placement Board, the Employing Board will endeavour to recover from a Doctor in Training any such   sums in relation to cost of lodging and mess subscriptions and/or car parking fees due to the Placement Board, subject to the Placement Board first providing written authorisation from the Doctor in Training, and sufficient funds being available in the Doctor in Training’s pay.






			N


			In line with Payroll Standard Operations Procedure.


			Receiving timely and accurate information from the Placement Board.








3.5 
FINANCE



			Action


			Standard/System/Template


			Dependent upon





			The Employing Board will use the Payment on Behalf process to recharge the Placement Board for the full payroll Gross Charge in relation to the Trainees currently on rotation within the Placement Board. The charge will include payroll allowances or deductions which relate to the trainees e.g. travel expenses. 


			By the 1st working day of the month following payroll





			Timely and accurate information on rotation/placement details being received from Employing Boards.








			The Employing Board will provide available backup for all charges in relation to the Trainees to ensure that the Placement Board can agree the Payment on Behalf charges. This will include astandard payroll report as well as allowances and deductions information. The Employing Board will respond to any Placement Board queries that may arise in a timely manner.



Employing Board will reconcile pay files before sending them out to the Placement Boards. Each Board is notified through email for any changes and provided with all the backup, the change is highlighted on the original pay file to the month they relate to.


			In line with Payroll deadlines. No later than the end of the calendar month.


			Timely submission of instructions from Placement Board. Payroll and HR to implement changes due to rotations.





			The Placement board will notify the Employing Board of any banding supplements to be applied and provide timely notification of amendments to the banding. Where backdated excess banding payments are due these will be charged to the placement board at the point at which the arrears payments are made.


			In line with Payroll deadlines. 


			Timely submission of instructions from Placement Board.





			In circumstances where a Medical Bank arrangement is not operated in the Placement Board, the Employing Board will process additional payments to the DiT and include the costs on the Payment on Behalf.


			


			Timely submission of instructions from Placement Board.





			Any issues arising from the lead employer arrangements will be communicated between Employing and Placement Board via email and telephone correspondence


			


			





			Any disputed charges should be notified to the Employing Board promptly following the period to which the charges relate. Clarification of any areas of dispute should be resolved within the month following the period to which the charges relate. Any disputes not resolved within a 3 month period will be escalated to NES for mediation. 


			 Within 20 working days


			





			NES will continue to fund the Placement board with the Training Grade Contribution in accordance with agreed training programme financial arrangements.  


			Monthly


			Accurate and timely data being held on Turas People.








3.6 
OCCUPATIONAL HEALTH SERVICES


			Action


			Delegated responsibility to Placement Board to deliver on behalf of Employing Board


			Standard/System/Template


			Dependent upon





			Ensure pre-employment health assessments for all new starters are completed. 





			Y


			Turas People





			Receiving the health questionnaires in a timely manner from the Doctor in Training (via Turas People). 









			Ensure all Doctors in Training are health cleared prior to commencing employment.



Ensure the application of and recording of immunisation status for all Doctors in Training are made in a timely manner



Ensure that any follow up appointments and recalls are made in a timely manner.



Transfer/upload all new starters OHS information onto Cohort system






			Y


			Ensure that all Doctors in Training are health cleared in line with NHS Standards, (Health Clear) and that this remains throughout their employment.



Turas People



Cohort



Risk Assessment process as required (Appendix E)


			Immunisation information, status and dates being provided by the Doctor in Training (via Turas People).



Operation of agreed NHSS Push Pull process for OH records.








			In accordance with the relevant Attendance Management Policy and Maternity Leave Policy, the Occupational Health Service will ensure that Doctors in Training requiring occupational health support, recommendation and treatment are seen at the earliest available opportunity by the most appropriate OHS or related clinician.





			Y


			In fitness to practice cases this can be mandated – GMC Conditions. 


Attendance Management  Policy  



Maternity Leave Policy



Cohort/Turas People


			Placement Board to provide Doctors in Training occupational health support, process management referrals and act on OHS recommendation and treatment on behalf of Employing Board.



Requires the Doctor in Training to have notified the Placement Board of all sickness absences.



Requires the Doctor in Training to have notified the Placement Board of any OHS needs.


Requires the Placement Board to notify the Employing Board of all sickness absences.


NES requires notification of the absence by the Employing Board.


Relies on the co-operation of the Doctor in Training to attend any appointments made.


Placement Board/ NES to notify the Employing Board of cases requiring OHS support, as well as  HR handover with discussion at Regional Performance Review Group as appropriate.  











3.6 
Staff Governance 


			Action


			Delegated responsibility to Placement Board to deliver on behalf of Employing Board


			Standard/System/Template


			Dependent upon





			The duty of care to patients is legally owned by the Placement Board. Where the care is provided by the DiT acting as an agent of the Placement Board then that Board must assume responsibility for the clinical standards of care being provided, which would extend to ensuring the DiT induction, supervision and support on their prevailing clinical policy and standards complies to minimum standard. The placement  board will held accountable for the quality of clinical practice undertaken by DiT 



Placement Board will agree civil liability e.g. for claims – that responsibility for meeting these would be with the Placement Board  - which avoids Employing Board being sued for care provided whilst not under supervision of the Employing Board.


			Y


			National Clinical Governance Standards 


			Placement Board agreeing to confirm civil liability and confirm they meet minimum standards 





			Investigate, resolve and inform the Employing Board and the Responsible Officer of any complaints whether brought by a Doctor in Training or any other person and arising out of or in connection with the placement of any Doctor in Training.


			Y


			In line with the Placement Board complaints policy and procedures.





			Being made aware of a complaint and the Doctor in Training complying with any investigation.  


*Noting that if the Placement Board has any concerns at any time regarding a Doctor in Training not fulfilling their obligations they should notify the Employing Board and the Responsible Officer.











3.6 
Health & Safety


			Action


			Delegated responsibility to Placement Board to deliver on behalf of Employing Board


			Standard/System/Template


			Dependent upon





			Health & Safety


Ensure the Placement Board will provide a safe working environment to look after the health, safety and wellbeing of Doctors in Training to the same extent as that if they were the Placement Board's own employees and in accordance with HDL 2001 50, CEL (2011) 13 and PIN Guidelines.


			Y


			In line with health and safety and other relevant legislation.



Safer Pre and Post Employment checks.



HDL 2001 50



CEL (2011) 13



PIN Guidelines


NHS Scotland Data Sharing Agreement for DDiT



Agreed OH Push Pull Process for transfer of OH records





			Receipt of timely and accurate information from NES to the Employing Board and the Placement Board regarding the rotations of Doctors in Training.





			On the first day of placement, the Placement Board should conduct risk assessments to ensure a safe working environment is provided to look after the health, safety and wellbeing of Doctors in Training to the same extent as that if they were the Placement Board's own employees.



The Placement Board shall comply with requirements to complete risk assessments in respect of Doctors in Training who are pregnant or where Equality Act is deemed to apply in respect to health/disability.






			Y


			In line with health and safety and other relevant legislation.


In line with the Employing Board Attendance Management Policies.





			Receipt of timely and accurate information from the Employing Board and NES regarding Doctors in Training rotating to the Placement Board. 


The Employing Board responding to the risk assessment and fulfilling obligations defined in policy.








			Employing Board has a number of duties as required under Health and safety legislation. The duties relate to employees and other groups such as patients, visitors and contractors.  The Employing Board accepts that the minimum acceptable standards of health and safety are those contained in legislation.  It is the obligation of the Employing Board to meet these standards and strive for continuous improvement.  Employing Board is responsible for all employees regardless of where they work, which will include Placement Boards.  Employing Board is required to co-ordinate and co-operate regarding health and safety arrangements where more than one organisation or group share a workplace or visit premises.



It should be clear that Employing Board are responsible for DiT making safety at work a priority to protect themselves, their colleagues, patients and visitors.



Employing board requires assurance that the appropriate policies and safety procedures are in place to protect their employees when working In Placement Boards.


Key issues which must be addressed are as follows;



· Incident reporting procedures for non-clinical and clinical incidents.



· Procedures in the event of a needlestick injury.



· Processes to ensure local training is required for identified health and safety risks.



· Suitable procedures and local rules regarding Radiation Safety.



· Procedures are in place for respiratory protection face fit testing.



· Policies and procedures are in place to ensure personal safety of staff with regard to security and violence and aggression measures.


· Skin Health Surveillance


The above list is not exhaustive but covers the main areas of non-clinical risk.  Where appropriate, the relevant national PIN guidelines should apply.


			N


			Health and Safety at Work Act 1974 and associated legislation.


			Placement board providing reassurance/evidence to Employing board that the appropriate policies and safety procedures are in place 











3.7 
FREEDOM OF INFORMATION (FOI) REQUESTS


			Action


			Standard/System/Template


			Dependent upon





			Board level requests



Currently each Board is legally responsible for responding to FOIs relating to their workforce and the move to regional employer will not change this position.  Where FOIs are received by a board relating to specific specialties and/or sites this information will remain available via the NES trainee system Turas People.  


Where the Employing Board receives a request for information on trainees in the Placement Board the requestor will be redirected to those boards for response.



Request relating to trainee recruitment



Whilst NHS Boards are closely involved in the administrative aspects of medical trainee recruitment on behalf of NES, NES remains the lead for responding to FOIs in relation to trainee recruitment and areas such as programme fill rates.



Regional level requests



Where the Employing Board receives any requests asking for numbers across the region the Employing Board will reply on behalf of the region.  The information will however be sent on to the named Placement Board FOI lead for review. 






			Freedom of Information (FOI) Act, 2005


			








4      System


4.1    
Turas People



Employer Board and Placement Board to access Turas People in processing the following actions:



· Offer Letter



· Pre Employment checks



· Contract



· Placement Details Letter



· Personal Information



4.2        SSTS   



Placement Board to have external user access to NHS Lothian’s SSTS to record and managed DDiT’s leave and sickness absence.


4.3        HROnline


Placement Board to access Employing Board (NHS Lothian) Policies & Procedures via HROnline (http://intranet.lothian.scot.nhs.uk/HR/Pages/default.aspx). 



4.4
Tableau – HR Dashboards


Employing and Placement Board to use dashboards in monitoring workforce trends and data, such as Mandatory Training, Sickness Absence and Workforce indicator.


5
Service Quality Assurance



Regular analysis and reports will be produced by measuring key performance indicators, as shown in the table below:



[image: image2.png]©Once for Scotland

On Boarding

*Evidence financial efficiency savings (reduced PVG costs, OH,
administration)

«Evidence improved consistency and information sharing via metrics
and employee relations reporting through system.

*Monitor maternity and sickness absence for reduced complexity and
therefore less administration time.

«Improved monitoring of employee relations issues demonstrated
through tracking on system (TURAS).
*Reduction in tax code issues - monitor feedback from trainees.

*Monitor recruitment and retention data.

«Monitor feedback through existing questionnaires (trainee surveys,
exit questionnaires, iMatter).








This information will be used to monitor the delivery, quality and performance of the Shared Services Lead Employer Model to ensure that the service provided is of a high quality, effective and customer focused.  The reports will also indicate any trends and demand patterns to help identify potential improvement and developmental needs of the model.


APPENDIX A


POLICIES, PROCEDURES AND GUIDELINES FOR DOCTORS IN TRAINING 



These are in addition to GMC Standards, other regulatory standards, the Gold Guide: A Reference Guide for Postgraduate Specialty Training in the UK/ the Purple Guide: A Guide to Foundation Training in Scotland and educational governance responsibilities set out in Health & Safety and Health Surveillance SLA. 


All Employing Board Policies & Procedures are available on HROnline (http://intranet.lothian.scot.nhs.uk/HR/hrpolicy/Pages/HRPolicy.aspx). 



			Ref.


			Policy/Procedure/Guidelines 


			Policy Author 





			1. 


			Management of Attendance Ill Health


http://intranet.lothian.scot.nhs.uk/HR/hrpolicy/HealthandWellBeing/PromotingAttendance/Pages/PromotingAttendance.aspx





			Employing Board








			2. 


			Grievances and Disputes


http://intranet.lothian.scot.nhs.uk/HR/hrpolicy/Grievance/Pages/Grievance.aspx





			Employing Board 








			3. 


			Removals/Excess Travel Expenses


			National Policy (Placement Board)








			4. 


			Management of Doctors in Difficulty 


			National Policy (Employing Board)









			5. 


			Recruitment and Selection


			Employing Board



 





			6. 


			Bullying and Harassment


http://intranet.lothian.scot.nhs.uk/HR/hrpolicy/PreventingBullyingandHarassment/Pages/PreventingBullyingandHarassment.aspx





			The Policy of the Board that employee is the alleged perpetrator is followed.


(If the alleged perpetrator is a DiT, then the EB Policy is to be followed)





			7. 


			Disciplinary


http://intranet.lothian.scot.nhs.uk/HR/hrpolicy/Disciplinary/Pages/Disciplinary.aspx





			Employing Board









			8. 


			Substance Misuse


http://intranet.lothian.scot.nhs.uk/HR/hrpolicy/HealthandWellBeing/Alcohol%20and%20substance%20use/Pages/AlcoholandSubstanceUse.aspx





			Employing Board









			9. 


			Interview Expenses


			NES Policy









			10. 


			Banding Appeals Protocol





			National Policy/Circular CEL 17 (2008)











			11. 


			Special Leave 


http://intranet.lothian.scot.nhs.uk/HR/HRPolicy/Leave/Special/Pages/SpecialLeave.aspx





			Employing Board








			12. 


			Maternity, Adoption, Shared Parental and Paternity Leave 


http://intranet.lothian.scot.nhs.uk/HR/hrpolicy/Leave/Pages/Leave.aspx





			Employing Board








			13. 


			Parental Leave


http://intranet.lothian.scot.nhs.uk/HR/HRPolicy/Leave/Parental/Pages/ParentalLeave.aspx





			Employing Board









			14. 


			Whistleblowing


http://intranet.lothian.scot.nhs.uk/HR/hrpolicy/Whistleblowing/Pages/Whistleblowing.aspx





			Placement Board/Employing Board (depends on the nature of the concern if it relates to the Placement Board or Employing Board) 









			15. 


			Serious Untoward Incidents


			Placement Board









			16. 


			Equal Opportunities






			Placement Board





			17. 


			Annual Leave Guidelines


			Placement Board for requests



Employing Board for reporting and monitoring








			18. 


			Ad Hoc Requests from Doctor in training for Specialised Equipment






			National Policy 





			19. 


			Appointing Locum Appointments for Training (LAT) Policy






			National Policy





			20. 


			Data Sharing Agreement


https://hub.nes.digital/pre-employment-information/data-sharing-agreement/





			National Policy (NHS Grampian and NES)









			21. 


			Information Governance Policy 


Fair Warning


			Placement Board 









			22. 


			Privacy and Data Protection



http://www.nes.scot.nhs.uk/privacy-and-data-protection.aspx 






			NES 








Note: The above list is not exhaustive and is expected to change during this Agreement, in accordance with changing contractual requirements. 













































































































































































































































� NES provides Tier 2 sponsorship.




� NES provides PVG checking service.
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East Region
Employee Relations Process Maps


Appendix B


This will be replaced with Once for Scotland policy when available.








Investigation Process Map


Initial contact made into the ER Dept at Placement Board (PB)


PB risk assess situation


Risk* exists Y/N?


Assessment indicates potential risk


PB liaise with Employing Board (EB) on how to proceed. NES informed.


Assessment indicates no potential risk


PB scope situation and decide how to proceed


Situation managed locally with PB HR advice


Formal investigation carried out by PB


*     Risk: CFS / Police / Patient Safety / Organisational Risk


This will be replaced with Once for Scotland policy when available.








Conduct Process Map


Formal investigation carried out by PB


No formal action required. Recommendations made


Progression to Disciplinary Hearing warranted. PB assess potential risk of potential outcomes


Potential Outcome: Up to but not including First & Final / Dismissal / Consideration of suitable alternative work placement within the East Region


Potential Outcome: First & Final / Dismissal / Consideration of suitable alternative work placement within the East Region


PB convene and manage Disciplinary Hearing


PB convenes Disciplinary Hearing with EB HR/Management involvement in panel


Appeal – administered by PB with EB involvement


Appeal administered by EB with PB involvement


This will be replaced with Once for Scotland policy when available.








Preventing Bullying & Harassment Process Map


Initial contact made into the ER Dept at Placement Board (PB)





Consideration of organisational consequences. 


PB assess if case can be accommodated in PB. Does DDiT need to be moved?





Case cannot be managed informally. Formal Investigation carried out by PB 


(See Investigation Map)


Investigation concludes no formal action. Recommendations made.


Complainant requests review of case


Case can be managed informally. PB liaise with EB regarding Mediation


Investigation concludes substance to case. Progression to disciplinary hearing in line with Conduct Map


PB advise cannot accommodate and DDiT requires to be placed outwith PB. Discussion with NES and EB


PB advise can accommodate within PB


DME need to be inform


PB risk assess request with EB involvement


Assessment indicates potential risk. PB & EB discuss how to conduct review


Assessment indicates no potential risk. PB conducts review


This will be replaced with Once for Scotland policy when available.








Suspension Process Map


Initial contact made into the ER Dept at Placement Board (PB)





Consideration of organisational consequences. 


PB, EB & NES assess situation.





Review of Suspension Decision (4 weeks)


PB, EB and NES


Decision made not to suspend and alternate duties sourced.


Consideration of whether alternate duties can be accommodated within the East Region.


 Discussion with NES and EB


Decision made to suspend (Agreement from PB, EB and NES)


Suspension continues


Suspension removed. Potential move to alternate duties if investigation is ongoing.


Investigatory Process ongoing


This will be replaced with Once for Scotland policy when available.
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Grievance Process Map


Initial contact made into the ER Dept at Placement Board (PB)


PB risk assess situation


Risk* exists Y/N?


Assessment indicates potential risk. PB liaise with Employing Board (EB) on how to proceed. NES informed


Grievance resolved


Assessment indicates no potential risk


PB seek informal resolution


Informal resolution declined.


PB progress to Stage 1 Hearing


Grievance resolved at Stage 1





DiT advises wish to  progress to Stage 2.





PB & EB jointly risk assess situation.


NES aware


Assessment indicates no risk.


PB progresses Stage 2 Hearing


Assessment indicates risk.


PB  & EB discuss how to progress Stage 2 Hearing


*  Risk: Individual/Collective/Organisation implications


This will be replaced with Once for Scotland policy when available.








Death in Service Process Map


Initial contact made into the ER Dept at Placement Board (PB)





EB Medical & Dental team acknowledge email to PB








Condolence Letter managed through PB in terms of placement specialty








Administration of DiS managed by EB including:


Confirmation of Superannuation


Indemnity Form


Liaison with NES as appropriate


Communication with OHS (if appropriate)


Condolence Letter from EB





PB communicate with EB and NES


This will be replaced with Once for Scotland policy when available.
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This will be replaced with Once for Scotland policy when available.








Capability Process Map


Initial contact made into the ER Dept at Placement Board (PB)


PB risk assess situation


Risk* exists Y/N?


Assessment indicates potential risk


PB liaise with Employing Board (EB) on how to proceed. NES informed.


Assessment indicates no potential risk


Situation managed locally with PB as thinking partner and involvement from NES


Case raised and discussed at DiT Performance Review Group


NES records ARCP 3 – NES informs PB and EB 


NES records ARCP 4 outcome – NES advise PB and EB  **


PB, EB and NES discuss how to proceed.


NES advise PB and EB if DiT appeals Outcome 4 and the outcome of appeal 


If appeal not upheld, PB and EB consider alternative roles with the East Region for  DiT


If no alternative roles, PB convene Hearing to dismiss DiT with EB involvement


Appeal administered by EB with PB involvement


Risk: Service/Patient Safety


**PB&EB consider interim option while appeal process is progressing


If trainee does not appeal


EB & PB to consider alternative role


This will be replaced with Once for Scotland policy when available.








SICKNESS ABSENCE


Short Term Process Map


PB  made aware of Short Term absence issue with DiT


PB ER provide local guidance on managing absence *


Case raised and discussed at DiT Performance Review Group


Short term absence continues. PB ER provides guidance, monitors situation and provides support to line manager


Short term absence fails to improve. PB raise awareness with EB & NES.


Meetings continue with DiT with PB ER present. DiT informed that if no improvement, discussions will take place with EB and NES re: employment/training contract.


Short term absence fails to improve. PB, EB and NES discuss situation with potential of removal from employment contract. NES to assess impact absence has had on training.


NES decide to move DIT outwith Deanery 


Decision is made to terminate employment contract. PB convene Hearing to dismiss DiT with EB involvement


Appeal administered by EB with PB involvement


*  OHS, Counselling, etc.


This will be replaced with Once for Scotland policy when available.








SICKNESS ABSENCE


Long Term Process Map


PB  made aware of Long Term absence issue with DiT


PB assess reason for absence


Case raised and discussed at DiT Performance Review Group


Dependant on reason for long term absence, PB provides guidance for local management *


Reason for absence necessitates PB ER involvement **


DiT return to work on phased/rehab return


Ill Health Retiral


PB (management) & EB (Pension paperwork administration)


Incapacity Dismissal – PB convene hearing with EB/NES involvement


If reasonable adjustments required – discussion with PB & EB re: adjustment and any financial implications


Appeal


EB convene appeal with PB involvement


*     E.G. Broken leg, etc


**   E.G.  Stress, etc


PB check sick pay status with EB


This will be replaced with Once for Scotland policy when available.








LTFT Process Map


DiT submits Form A to NES to request LTFT in accordance with current process


If support from NES, NES contact PB to determine if service can accommodate request


PB complete Form B to confirm acceptance or rejection of request


NES records outcome on TURAS which updates Trainee Record


If accepted, DiT’s contract amended for duration of placement. PB inform EB.


Payroll adjusted by PB


PB consider any amendments to DiT on-call supplement


Further application required for each subsequent placement


This will be replaced with Once for Scotland policy when available.








image1.emf


M a ternity Leave Process Map      



Doctor informs Clinical Lead and Deanery of pregnancy. 



 



Doctor obtains the Maternity Policy and Application form from Employing Board    (ie. the board which is paying them which may not necessarily be the same board that they are currently working in). 



 



Doctor completes maternity application form once they get their MatB1 form from midwife (normally around 22/24 weeks).    



 



Doctor gets completed maternity application form signed off/authorised by their Clinical Lead.    (Clinical Lead should also be carrying out their Risk Assessment.) 



 



Doctor sends completed Maternity Application form and MatB1 Certificate to the Employing Board only after it has been signed off by their Clinical Lead. 



 



Employing Board processes the application form and sends it on to their Pay Dept for check on continuous service and maternity pay eligibility. 



 



Pay Dept of Employing Board will confirm the doctor’s maternity pay entitlement to Medical Personnel/HRDept/Maternity Team (?)  of Employing Board. 



 



Employing Board will send 2 copies of letter to doctor confirming their maternity pay and leave entitlements and reminding them that if their start date of maternity leave is to change for any reason they need to inform their Clinical Lead and Employing Board asap.    Doctor should sign and return one copy of this letter to Employing Board. 



 



Employing Board to complete change form and send to their Pay Dept at least 28 days prior to maternity leave commencing.   Doctor should let Clinical Lead and Employing Board know asap if this date is to change for any reason (eg. baby born early, mat leave starting earlier/later than originally planned) so that an amended change form can be completed by Employing Board if required. 



 



Responsibility for Doctor remains with the Employing Board whilst doctor is on maternity leave (as they are managing their maternity leave and responsible for their pay). 



  Return to Work Following Maternity Leave    



Doctor to liaise with Clinical Lead to agree/confirm return to work date and any annual leave requirements.   



 



Doctor to contact Employing Board in writing at least 8 weeks prior to confirm  date they have agreed with Clinical Lead that they wish to return from maternity leave and confirm both date of return  from maternity leave (for payroll purposes) and actual date of return to work following any accrued annual leave.   



 



Employing Board to complete change form confirming return date from maternity leave and forward to their Payroll Dept so that the doctor goes back onto full pay from this date. Employing Board would also complete change form to confirm move to new post at this point if doctor is moving to a new post following their maternity leave/accrued annual leave. 



 



Employing Board to email Clinical Lead to confirm the doctor’s return date and confirm that the pay form has been completed so doctor will be back on full pay from this date. 
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Maternity Leave Process Map  







				Doctor informs Clinical Lead and Deanery of pregnancy.















				Doctor obtains the Maternity Policy and Application form from Employing Board   



(ie. the board which is paying them which may not necessarily be the same board that they are currently working in).















				Doctor completes maternity application form once they get their MatB1 form from midwife (normally around 22/24 weeks).   















				Doctor gets completed maternity application form signed off/authorised by their Clinical Lead.    (Clinical Lead should also be carrying out their Risk Assessment.)















				Doctor sends completed Maternity Application form and MatB1 Certificate to the Employing Board only after it has been signed off by their Clinical Lead.















				Employing Board processes the application form and sends it on to their Pay Dept for check on continuous service and maternity pay eligibility.















				Pay Dept of Employing Board will confirm the doctor’s maternity pay entitlement to Medical Personnel/HRDept/Maternity Team (?)  of Employing Board.















				Employing Board will send 2 copies of letter to doctor confirming their maternity pay and leave entitlements and reminding them that if their start date of maternity leave is to change for any reason they need to inform their Clinical Lead and Employing Board asap.    Doctor should sign and return one copy of this letter to Employing Board.















				Employing Board to complete change form and send to their Pay Dept at least 28 days prior to maternity leave commencing.   Doctor should let Clinical Lead and Employing Board know asap if this date is to change for any reason (eg. baby born early, mat leave starting earlier/later than originally planned) so that an amended change form can be completed by Employing Board if required.















				Responsibility for Doctor remains with the Employing Board whilst doctor is on maternity leave (as they are managing their maternity leave and responsible for their pay).















Return to Work Following Maternity Leave







				Doctor to liaise with Clinical Lead to agree/confirm return to work date and any annual leave requirements.  















				Doctor to contact Employing Board in writing at least 8 weeks prior to confirm  date they have agreed with Clinical Lead that they wish to return from maternity leave and confirm both date of return  from maternity leave (for payroll purposes) and actual date of return to work following any accrued annual leave.  















				Employing Board to complete change form confirming return date from maternity leave and forward to their Payroll Dept so that the doctor goes back onto full pay from this date.



Employing Board would also complete change form to confirm move to new post at this point if doctor is moving to a new post following their maternity leave/accrued annual leave.















				Employing Board to email Clinical Lead to confirm the doctor’s return date and confirm that the pay form has been completed so doctor will be back on full pay from this date.























Keeping In Touch Days







				Doctor should complete Keeping In Touch Payment Request Form and ask their Clinical Lead to authorise this when they work a Keeping In Touch shift.















				Doctor should send authorised KIT Payment Request Form to the Employing Board for payment.















				Employing Board should record the KIT Day worked (to ensure doctor does not work more than maximum number of KIT Days allowed)















				Employing Board should send the KIT days Payment Request Form to their Payroll Dept to request payment.
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