[image: ][bookmark: _GoBack]Tower Hamlets GP Care Group
RECRUITMENT PROCESS


	Post becomes vacant

	Check the post is still required, could any work be redistributed, or maybe it’s time to skill mix and spend the money differently



	Gain approval to recruit  
	New posts must be approved at Exec director level. Replacement posts can be approved by the budget holder, usually the service manager. 
	




	Prepare to recruit

	Prepare a recruitment timetable, revise/draft a job description and person specification and check the pay is correct, write your advert. If you are unsure about the pay grade contact HR
	

[bookmark: _MON_1529130571]



	Advertise the job

	All Care Group jobs are advertised on NHS Jobs. Use the Job Advert Request to prepare your advert and send to HR to process 
	




	Shortlist the applications
	Carry out shortlisting based on the person specification for the job
	




	Invite candidates to interview
	The panel chair should arrange the interview timetable and invite the candidates. The attached template letter can be used for this
	




	Conduct interviews and select preferred candidate
	Use the interview outcomes form to score the candidates and identify the person you want to offer the job. Also decide if there is a second appointable candidate
	




	Inform candidates of the outcome 
	The panel chair should inform candidates of the outcome by phone. The completed Conditional Offer Form should be emailed to HR –  the conditional offer will then be sent to the candidate and the pre-employment checks will be completed
	




	Agree start date
	HR will inform the line manager the checks have been completed and they should confirm the start date with the successful candidate 



	Complete New Starter Form and arrange for employment contract to be issued

	The manager should complete the New Starter Form and Employment Status Checklist with the employee on their first day.  The New Starter Form must be signed by the budget holder and both forms emailed to HR so that the employment contract can be issued.
	





	Please send completed shortlisting forms and interview outcome forms to HR for filing. These will be kept for six months and used as evidence if any candidate challenges the process.
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APPROVAL TO RECRUIT







All vacancies should be reviewed and consideration given to whether the post is still required and if it needs to be filled in the same way. Consideration should be given to whether work can be redistributed or reorganised.



Section 1 – Recruiting Manager to complete request information



		Name of Recruiting Manager

		



		Contact number and email

		



		Title of post to be recruited

		



		Service

		



		Location

		



		Pay grade or salary 

		



		Type of post

		New          



		

		Replacing leaver with no changes  



		

		Replacing leaver with changes  



		Provide further details if a replacement with changes



		

		



		Funding source for new post

		



		Current vacant hours

		



		Hours requested

		



		Anticipated start date

		



		Temporary or permanent required?

		



		End date if temporary

		



		Justification for recruiting/additional information



		

			



		Signature

		



		Date

		







Section 2 – Budget Holder approval [for all posts]



		I approve the request to recruit

		Yes              No 



		Comments/additional information





		Signature

		



		Date

		







Section 3 – Executive Director approval [for new posts only]



		 I approve the request to recruit

		Yes              No 



		Comments – any particular instructions for the Recruiting Manager





		Signature

		



		Date

		







		[bookmark: _GoBack]If you do not have access to NHS Jobs please email the completed form, Job Description and Job Advert Request to thgpcg.hradmin@nhs.net and the advert will be placed for you. This should be done at least two days before the advert is to appear.
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JOB DESCRIPTION 







		Job title

		



		Service 

		



		Division

		



		Location	

		



		Salary band

		



		Responsible to

		



		Accountable to

		



		Manages

		Direct reports:

		



		

		Indirect reports:

		







Aim of the role



[Brief summary of the main purpose of the job]





Key working relationships



Internal



External



Key result areas



[Describe the main areas where this role will have impact - no more than six bullet points required]





Main duties and responsibilities



[Describe the main duties of the role – ideally no more than eight main areas of responsibility]





General for all employees



These elements are standard for all employees of the Care Group.



Tower Hamlets GP Care Group values

All employees of the Care Group are expected to work in ways that demonstrate an understanding and commitment to our values, as follows:

· We will work together to put patients at the heart of their care

· To deliver high quality care that achieves the best outcomes for patients

· Innovate especially in the delivery of patient care

· Focus our work to help reduce inequalities

· Take a holistic view of patient care and involve the expertise of the whole multidisciplinary team as appropriate to help deliver the best outcomes for patients

· Deliver services that are free at the point of delivery

· We will be financially stable, managing funds carefully and reinvesting any money we may generate to maintain and improve services for the benefit of local people.

· Promote healthy lifestyles and self-care

· Take an evidence based public health approach

· Develop and value our staff

· Keep the Tower Hamlets GP Care Group in the NHS and never compromise quality over profit

· Regularly consult patients and stakeholders about what we do

· To be an open and transparent organisation with a no blame culture



Performance management and appraisal 

You are expected to participate in individual performance management process and reviews. 



Personal development and training 

We actively encourage development and are committed to offering learning and development opportunities for all full-time and part-time employees. To support this you must attend all statutory and mandatory training as required.



Health and safety at work 

You have a responsibility to work within Care Group health and safety policies and procedures to ensure that a safe working environment for patients, visitors and employees is maintained.



Infection control

It is your responsibility to adhere to infection control polices and guidelines in order to promote cleanliness and reduce infections. 



Confidentiality and data protection 

You are expected to comply with all Care Group policies and procedures related to confidentiality and data protection and to work in accordance with relevant data protection legislation.



Risk management

You are expected to be familiar with the Care Group risk assessment and risk control processes and procedures and to report accidents or incidents promptly. 



Conflict of interest 

You are required to declare any interest, direct or indirect with contracts involving the Care Group and should not further your private interests in the course of your work with the Care Group.



Equality and diversity 

We value equality and diversity in employment and in the services we provide. We will work hard to ensure that all job applicants, employees and service users are treated fairly and valued equally regardless of sex, marital status, domestic circumstances, age, race, colour, disablement, ethnic or national origin, social background or employment status, sexual orientation, religion, beliefs, HIV status, gender reassignment, political affiliation or trade union membership. You are responsible for understanding and adhering to Care Group polies and procedures regarding the promotion of equality for staff and service users.



Code of conduct 

You are expected to follow the Care Group code of conduct for employees and managers.



Safeguarding adults and children 

You must make yourself aware of your responsibilities to maintain the wellbeing and protection of vulnerable children and adults. If you have reason for concern that a patient is at risk you should escalate this to an appropriate person, such as your manager, a safeguarding lead or any other appropriate colleague.



Budgetary management 

If you have responsibility for a budget you are expected to operate within this and under the Care Groups standing financial instructions at all times. 



Review of this Job Description 

This job description is intended as an outline of the general areas of activity and will be amended in the light of the changing needs of the organisation.
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PERSON SPECIFICATION







		Job title

		



		Service 

		



		Division

		



		Location	

		







		Area

		Description

		Essential or Desirable [E/D]



		Education, training and qualifications 

		

		



		

		

		



		

		

		



		

		

		



		Experience 

		

		



		

		

		



		

		

		



		

		

		



		Skills and Abilities

		

		



		

		

		



		

		

		



		

		

		



		Knowledge

		

		



		

		

		



		

		

		



		

		

		



		Other requirements 

		

		



		

		

		



		

		

		



		

		

		









[The items in the person specification should cover what a person needs in order to fulfil the role described in the job description – thinking about how you would assess each item will help you to keep focussed on what is really required]
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RECRUITMENT PLANNER









		Action

		Target date

		Responsible person

		Completed



		Review vacancy

		

		

		



		Gain approval to advertise

		

		

		



		Prepare job description and person specification

		

		

		



		Agree interview panel

		

		

		



		Agree interview date

		

		

		



		Agree selection process [any tests required?]

		

		

		



		Prepare job advert

		

		

		



		Place job advert

		

		

		



		Shortlist job applications

		

		

		



		Invite candidates to interview

		

		

		



		Conduct interviews and selection

		

		

		



		Identify preferred candidate  

		

		

		



		Inform preferred candidate

		

		

		



		Inform unsuccessful candidates 

		

		

		



		Arrange conditional job offer

		

		

		



		Organise pre-employment checks 

		

		

		



		Commence induction arrangements

		

		

		



		Agree start date 

		

		

		



		Starting salary

		

		

		



		Issue employment contract

		

		

		



		Welcome new joiner
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JOB ADVERT REQUEST







		Job Title

		



		Recruiting Manager

		



		Workbase

		



		Grade & pay band

		



		Salary

		



		Contact name for the advert

		



		Contact Email for the advert

		



		Contact phone number for the advert

		



		Contract type [fixed term, secondment, permanent]

		



		Duration or end date [only if fixed term]

		



		Full Time/ Part Time

		



		Hours per week

		



		Date Advert to appear

		



		Date Advert to close

		



		Planned interview date

		



		Planned start date

		



		Any additional information about the advert or application process

		







		Advert text



















		Recruiting Manager signature

		



		Date 

		

		









How to place your advert



This form can be used to plan your recruitment campaign and prepare your advert. If you have access to NHS Jobs you can place the advert directly. 



If you do not have access to NHS Jobs please email the completed form, Job Description and Approval to Recruit form to thgpcg.hradmin@nhs.net and the advert will be placed for you. This should be done at least two days before the advert is to appear. 
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TOWER HAMLETS GP CARE GROUP – Shortlisting form 					 



		Job title of vacancy

		

		[image: ]





		Recruiting manager

		

		



		Shortlisting panel members

		

		



		

		

		







		Candidate Name

		Criteria 1

		Criteria 2

		Criteria 3

		Criteria 4

		Criteria 5

		Criteria 6

		Criteria 7

		Criteria 8

		Criteria 9

		TOTAL

		Invite to interview YES/NO



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

Signed [shortlister]

		

		



		Date 
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Invite to interview letter.doc



Your Address



Your Tel Number




[Date]


Dear [Name]




Vacancy for [position title]


Thank you for your recent application for the above position. I would be grateful if you could attend an interview, as follows:


At [Address].


On [Date].


At [Time].


The interview will be with [name and job title of interviewer(s)] and will last approximately 30 minutes. When you arrive at reception please ask for [name of interviewer or other person].

Please bring along the following documentation to the interview: 

IDENTITY CHECK


· two forms of photographic personal identification and one document confirming your address

OR


· one form of photographic personal identification and two documents confirming your address


Right to work 


· Evidence of your right to work in the UK [your passport will usually be acceptable for this purpose]

Professional registration

· Evidence of your current professional registration [ideally your current registration card including the pin number]

DISCLOSURE & BARRING CHECK [DBS]


· Please bring along the original of your most recent DBS check


HEALTH ASSESSMENT


· Please provide an email address that can be used for your occupational health online screening if you are appointed


Prior to the interview we will contact your references as given on your application form, unless you have stated otherwise.


Please contact [name of contact] on [telephone number] to confirm your attendance at the interview.  If you require any special arrangements to assist you at the interview please discuss this when you telephone to confirm your attendance.


A map showing the location of the interview venue is included. 


We look forward to meeting you.


Yours sincerely


[Name]

[Job Title]
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TOWER HAMLETS GP CARE GROUP – Interview Outcomes form 						 [image: ]



		Job title of vacancy

		

		



		Recruiting manager

		

		



		Interview panel members

		

		



		

		

		



		

		

		







		Candidate Name

		Criteria 1

		Criteria 2

		Criteria 3

		Criteria 4

		Criteria 5

		Criteria 6

		Criteria 7

		Criteria 8

		TOTAL

		Appoint or Not 

		Candidate informed 



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

Signed [panel members]

		

		



		

		

		

		Candidates should be scored against each of the selection criteria



		

		

		

		



		

		

		Please complete a Conditional Offer Request for all appointed candidates





		Date of interview
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CONDITIONAL OFFER REQUEST 







		Job title of post

		

		



		Service

		

		



		Successful candidate 

		

		



		Candidate email address

		

		



		Date of interview

		

		







		PRE EMPLOYMENT CHECKS

		

		

		



		Identity check completed 

		Yes

		No

		



		Verified copies attached

		Yes

		No

		



		Professional registration check completed 

		Yes

		No

		Not required



		Verified copies attached

		Yes

		No

		



		Qualification check completed 

		Yes

		No

		Not required



		Verified copies attached

		Yes

		No

		



		DBS required

		Yes

		No

		



		Work permit required

		Yes

		No

		Unclear



		References approved 

		Yes

		No

		Not received



		Right to Work check completed

		Yes

		No

		



		Verified copies attached

		Yes

		No

		







		CONDITIONAL OFFER DETAILS

		

		

		



		Expected start date

		

		

		



		Contract type

		Permanent

		Fixed term

		Zero hours



		Contract length or end date if fixed term

		

		

		



		Hours

		

		

		



		Salary [grade and point or actual sum if spot salary]

		

		

		



		Allowances [eg HCAS – please state the amount]

		

		

		



		Terms [Agenda for Change or Local]

		

		

		



		Increment date if applicable

		

		

		



		Internal candidate?

		Yes

		No

		Unclear







		Comments



		









		Recruiting manager

		

		



		Signed

		

		



		Date

		

		









		This form should be emailed to thgpcg.hradmin@nhs.net together with copies of any pre-employment documents. A written conditional offer will be sent to the successful candidate and pre-employment checks completed.
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		NEW STARTER FORM

		

		Tower Hamlets GP Care Group 072



		



		START DATE OF EMPLOYEE IN THIS POST (this must be completed)

		



		ASSIGNMENT NUMBER: Completed By Payroll

		



		PLEASE ENSURE THAT ALL RELEVANT SECTIONS OF THE FORM ARE COMPLETED AND SIGNED BEFORE EMAILING TO HR ASSISTANT



		SECTION 1 – PERSONAL DETAILS – For Completion by Employee



		Surname:

		

		Date of Birth:

		



		Forename:

		

		Title: (Mr/Mrs/Miss/Dr/Ms)

		



		Maiden Name:

		

		

		



		Preferred Name:

		

		NI Number:

		



		Previous Name:

		

		Sex: 

		



		Marital Status: 

		Civil Partnership

		

		Legally Separated

		

		Single

		

		Widowed

		



		

		Divorced

		

		Married

		

		Unknown

		

		



		Home Address:

		





		Home Tel Number:

		



		

		

		Mobile Number:

		



		Post Code:

		

		Email Address (only nhs.net):

		



		



		SECTION 2 – EMERGENCY CONTACT DETAILS – For Completion by Employee



		Title:

		

		Forename:

		

		Surname:

		



		Address:

		

		Home Tel Number:

		



		

		

		Mobile Number:

		



		Post Code:

		

		Work Tel Number:

		



		Relationship:

		Brother

		

		Friend

		

		Other Relative

		



		

		Civil Partner

		

		Mother

		

		Partner

		



		

		Daughter

		

		Nephew

		

		Sister

		



		

		Emergency

		

		Next of Kin

		

		Son

		



		

		Father

		

		Niece

		

		Spouse

		



		Do you consider yourself disabled?

		Yes

		

		No

		



		Work Permit Required:

		Yes

		

		No

		



		Visa Number:

		Yes

		

		No

		



		Visa Expiry Date:

		







		SECTION 3 – EQUAL OPPORTUNITIES – For Completion by Employee



		Ethnic Origin (Please Tick)

		White British/mixed British

		

		Mixed Other

		

		Black African

		



		

		White Irish

		

		Asian Indian/British Indian

		

		Black Other

		



		

		White Other

		

		Asian Pakistani/British Pakistani

		

		Chinese

		



		

		Mixed White/Black Caribbean

		

		Asian Bangladeshi/British Bangladeshi

		

		Other stated origin

		



		

		Mixed White/Black African

		

		Asian Other

		

		Not stated

		



		

		Mixed White/Asian

		

		Black Caribbean

		

		



		

		

		

		

		

		



		Country of Birth

		

		Nationality

		



		



		Religious Belief 

		Sexual orientation 



		Atheism

		

		Hinduism

		

		Judaism

		

		Jainism

		

		Bisexual

		

		Lesbian

		



		Christianity

		

		Buddhism

		

		Sikhism

		

		Other

		

		Gay                                    

		

		Heterosexual

		



		Islam

		

		None

		

		I do not wish to disclose

		

		I do not wish to disclose my sexual orientation

		



		

		

		

		

		

		



		SECTION 4 – PROFESSIONAL REGISTRATION - For Completion by Employee



		Awarding Body (NMC, CIMA, British Psychological Society, General Social Care Council, Health professions Councils)

		



		Professional Registration Number:

		



		Valid From:

		

		Valid To:

		



		



		SECTION 5 – PAYMENT - For Completion by Employee



		Bank Name:

		

		Account Type:

		



		Account Name:

		

		Account Number:

		



		Branch:

		

		Sort Code:

		



		Branch Address:

		



		Employee Signature: 

(Form will not be processed without this)

		



		



		SECTION 6 – POST DETAILS – For Completion by Line Manager/Supervisor



		Mandatory Information

(ALL sections must be completed)

		New Details



		Job Title:

		



		Position Number:

		



		Service:

		



		Location/Base:

		



		Salary range:

		



		Starting Salary:

		



		Finance Code:

		



		Hours per week:

		



		Start Date:

		



		Contract Type:

		Permanent / Fixed Term / Temp / Bank (please delete as appropriate)



		Contract End Date (if applicable):

		



		Allowances:

		



		Additional Information:



		



		



		Managers Name:

		



		Managers Telephone Number:

		

		Post Title:

		



		Managers Signature: 

		

		Date:

		







		The completed form should be scanned and emailed to Philip.Hunter@northumbria-healthcare.nhs.uk for processing by no later than the 7th of the month. New joiners after this date will be paid the following month. A copy of the New Starter Form must also be emailed to thgpcg.hradmin@nhs.net for the employee record and to ensure that an employment contract is issued.
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Employment Status Checklist.xls
Sheet1

		Employment Status Checklist

		Employee Personal Details

		Last Name or Family Name

		First Name(s)

		Are you Male or Female?								Male								Female

		Date of Birth eg dd mm yyyy

		Home Address

				Address Line 1

				Address Line 2

				Address Line 3

				Address Line 4

				Post Code

				(if your address is in the UK)

		National Insurance Number

		Employment Start date dd mm yyyy

		Payroll ID/Assignment Number

		Employee Statement

		You need to select only one of the								A		This is my first job since last 6 April and I have not been receiving

		following statements A B or C								taxable Jobseekers								Allowance, Employment and Support Allowance

										taxable Incapacity Benefit, State or Occupational Pension.

										B		This is now my only job but since last 6 April I have had another job,

										or received taxable Job Seekers Allowance. Employment and Support

										Allowance or taxable Incapacity Benefit.

										I do not receive a State or Occupational Pension

										C		As well as my new job, I have another job or receive a State or

										Occupational Pension

		Do you have a Student Loan which is not fully repaid.														Yes						No

		Are you repaying your Student Loan direct to the Student Loans Company																						Yes						No

		Student Loan Plans				Plan 1 - You lived in Scotland or N Ireland when you started your course or you

						lived in England or Wales and started your course before 1st September 2012.

						Plan 2 - You lived in England or Wales and your course started after 1st

						September 2012.

		What Type of Student Loan Plan do you have?														Plan 1						Plan 2

		Signed ____________________________________																Date ________________________





NHS

NHS Payroll Services
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