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Welcome

to Lead Employer

Hello and welcome to Lead Employer. Firstly, we would like to say
congratulations on commencing your pre-employment journey for your
specialty training programme.

As you begin your time in training with Lead Employer, we would like to
introduce you to our Medical Director, Professor Andrew Rowland.

Professor Andrew Rowland has been the
Lead Employer Medical Director since early
2019, working closely with NHS England as

well as Post Graduate Deans across the

country to make sure that we, as your
employer, are providing the correct support
and guidance during your time in training.
o Here he wishes all new Lead Employer

d’g{é colleagues the best of luck as you
o commence your time in training

"l would like to send you all a friendly and genuine welcome to the Lead
Employer. We're really pleased that you'll be training with us over the next
few years of your programme and want to reassure you that we will be here
for you every step of the way throughout your training journey.

We have an incredibly experienced team here at Lead Employer, with
experience in HR, pay, wellbeing support plus so much more and we can't
wait to support you so that you are able to fully progress in your future
careers.

Our pre-employment booklet will provide you with useful information and
resources as you start your pre-employment journey so please take some
time to read through and take note of important contact details.

Once again, | would like to wish you the best of luck as you embark on your
training and please remember, we are your employer and we are here to

support you!"

Professor Andrew Rowland



Your Training
with Lead Employer

A very warm welcome to Lead Employer. Part of Mersey and West
Lancashire Teaching Hospital Trust, the Lead Employer currently employs circa
13,000 doctors and dentists-in-training who are based across eight regions
within the UK, including the North West, West Midlands, East

Midlands, East of England, Thames Valley, London and the South East, South
West and Yorkshire and Humber.

During your time in training, we will be your only employer and that

means one contract, one point of contact for all employment queries
and therefore one less thing for you to worry about!

Throughout your training we will support you with:

A range of HR Queries

Policies and Forms
®
Pay Support
®
Wellbeing Support
Plug so much more!

We liaise with both your Host Organisation and NHS England to
ensure you are supported in the right way.

Your Host Organisation will provide your training environment, as well as
local supervision and management.

NHS England will provide supervision and monitor progress of your training,

ensuring consistency with the handling and resolution of concerns relating to
capability and health.

Please note, throughout your training, Lead Employer will communicate

important updates to you via email. It is therefore imperative that the most
up to date email address for you to receive updates from us is accurate and
up to date within our Trac and ESR (Electronic Service Record) systems.

For more information and guidance on this process, please visit our
website.


https://leademployer.sthk.nhs.uk/trainee-self-service-esr
http://leademployer.sthk.nhs.uk.77-68-87-193.cccloud.co.uk/trainee-self-service-esr
https://sharedservices.sthk.nhs.uk/workforce-systems-support/trainee-self-service/
https://sharedservices.sthk.nhs.uk/workforce-systems-support/trainee-self-service/
https://leademployer.sthk.nhs.uk/trainee-self-service-esr
https://leademployer.sthk.nhs.uk/trainee-self-service-esr
http://leademployer.sthk.nhs.uk.77-68-87-193.cccloud.co.uk/trainee-self-service-esr

Your Pre-Employment
Journey

Here at Lead Employer, our dedicated team will guide you throughout the
process of your pre-employment checks and request all relevant documents
to process these required checks, ranging from DBS clearance, ID checks to
requesting references.

As you begin your pre-employment journey please note that all
correspondence with our team will be done so via TRAC systems, which allows
you to upload all of your required documents and have direct contact with
the relevant team processing your individual checks.

In order for our team to fully process all of your pre-employment checks, it is
essential that the following is completed:

1. Full medical clearance

2. Satisfactory Disclosure (DBS) check

3. Verification of ID

4. Verification of Right to Live and Work in the UK

5. Qualifications / Evidence of GMC/GDC registration and GMC Licence to
Practice

6. Employment History and References

7. GMC Welcome Event Evidence of attendance

Additional required documents will also include the following:
¢ New Starter Form

¢ Information Sharing Agreement
¢ DBS Consent and Declaration Forms
e Application Declaration

Please note: Above additional documents will now be sent via link with
your offer letter, complete via logging into trac jobs.

Take a look at our Pre-employment checklist for more information on all of
the documents we require.


https://leademployer.merseywestlancs.nhs.uk/media/Documents/Pre-employment%20Documents/AUG%202022%20Pre-Employment%20Checklist%20V1.pdf
https://leademployer.sthk.nhs.uk/contacting-us---trac
https://leademployer.sthk.nhs.uk/contacting-us---trac
https://leademployer.sthk.nhs.uk/medical-clearance-
https://leademployer.sthk.nhs.uk/medical-clearance-
https://leademployer.sthk.nhs.uk/medical-clearance-
https://leademployer.sthk.nhs.uk/-1
https://leademployer.sthk.nhs.uk/id-and-verification
https://leademployer.sthk.nhs.uk/id-and-verification
https://leademployer.sthk.nhs.uk/references
https://leademployer.sthk.nhs.uk/references

Pre- Employment
Identification (ID) Checks

ID Requirements

The full list of recommended forms of documentary evidence for proof of
identity can be found in Appendix 1 (page 10) of the NHS Employers
Employment Check Standards - Identity. We have included below
some examples of accepted ID;

e 2 xphoto ID and 1 x UK address ID
or
e 1 xphoto ID and 2 x UK address ID

Accepted Photo ID
* Passport
¢ Driving Licence
e Biometric Residence Permit (BRP)

Accepted Proof of UK address:
e Utility Bill
e Bank or Credit Card Statement
e Council Tax statement

Please note: Proof of UK Address must be dated in last three
months and not be an internet download.

Verified ID- All Photographic & Proof of
Address are required to be verified
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https://www.nhsemployers.org/-/media/Employers/Publications/employment-check-standards/Identity-checks.pdf?la=en&hash=5DF89877B3127D227ADAAF59EDAEADA68A56F647
https://www.nhsemployers.org/-/media/Employers/Publications/employment-check-standards/Identity-checks.pdf?la=en&hash=5DF89877B3127D227ADAAF59EDAEADA68A56F647
https://www.nhsemployers.org/-/media/Employers/Publications/employment-check-standards/Identity-checks.pdf?la=en&hash=5DF89877B3127D227ADAAF59EDAEADA68A56F647
https://www.nhsemployers.org/-/media/Employers/Publications/employment-check-standards/Identity-checks.pdf?la=en&hash=5DF89877B3127D227ADAAF59EDAEADA68A56F647
https://www.nhsemployers.org/-/media/Employers/Publications/employment-check-standards/Identity-checks.pdf?la=en&hash=5DF89877B3127D227ADAAF59EDAEADA68A56F647

Pre- Employment
Identification (ID) Checks

Trust ID & Verifile

Lead Employer use two different IDSP, along with your offer letter you
will receive a link to complete your verified ID check via a Identity Service
Provider (IDSP) this may be Trust ID or Verifile. You will be required to
take a photograph of your documents via a link and then follow the
instructions to complete the ID check. This is then sent direct to Lead
Employer On-Boarding team for processing.

If you are unable to use IDSP due to document type, please see
below:

You may receive notification that your IDSP has not been successful, in
this case your ID documents and proof of UK address (Dated within last
three months) are required to be veriffed (Stamped and dated) This can
be done at a number of local Post Office’s or if your currently based in a
hospital the medical staffing team there may assist you in this. We are
unable to accept ID documents unless they are verified.

Virtual ID Meeting

Once the team have received your verified ID either through IDSP or
from you completing Post Office verification service. We will invite you to
attend a virtual teams meeting, this meeting will last a couple of minutes,
you will need your passport to hand for meeting which your
administrator will take a screenshot of you with your ID document.
required to forward evidence of your Visa application to Lead Employer
VERIEE


https://www.postoffice.co.uk/identity/document-certification

Pre- Employment

Disclosure Barring Service (DBS) Checks

All posts will require a satisfactory police check, which is undertaken in accordance
with the Police Act 1997, part V, by the Disclosure and Barring Service (DBS) who
provide a service called ‘Disclosure’. The type of Disclosure required for this post is an
Enhanced Disclosure.

Applicants who are subscribed to the DBS ‘Update Service' at enhanced level must
provide a copy of their DBS certificate and consent for a status check to be undertaken
(on completion of the New Starter forms via Trac consent is given for this check)

Applicants who do not currently subscribe to the Update Service at the enhanced level
are required to undertake a new enhanced DBS (payment for this will be taken from your
salary- the current cost is £56.98)

You are obliged as a condition of your employment to inform the Lead Employer of any
status changes to your DBS clearance including;

new convictions, cautions, reprimands or warnings are identified; or

any amendment or change to a current conviction, caution, warning or reprimand
are identified

any new, relevant police information is identified

DBS check application is submitted electronically. Please go to the link provided in your
offer letter and complete the details. You can check the status of your DBS application
here https:.//www.gov.uk/guidance/track-a-dbs-application

By clicking on the link to complete a DBS Check, you are giving Lead Employer permission
to apply for this check on your behalf and the cost will be taken from your first salary
payment and you acknowledge that if you choose to withdraw from the placement
during your checks, and we have already completed and processed your DBS, you will be
held financially responsible for the full cost of the DBS

You are required to send a copy of your DBS certificate on receipt.

All applicants are also required to complete and return the DBS Declaration and Consent
form this is part on New Starter Paperwork on Trac to be completed electronically within
two weeks of receipt of your Conditional Offer letter.

Verifile & DBS

Lead Employer has recently launched a new Disclosure and Barring System in partnership
with Verifile. This system may be used as part of your pre-employment checks.

You may have received an email from hello@verifile.co.uk with log in details.
This is not email spam and you are required to carry out the steps detailed in the email.
Your log in details are valid for 28 days from the date in this email. If you are unable to

complete the application form within this time frame, please make your on-boarding
administrator aware.


https://www.gov.uk/guidance/track-a-dbs-application
https://www.gov.uk/guidance/track-a-dbs-application

Pre- Employment
Right to Live and Work Checks

Your offer of appointment is subject to your right to live and work in the UK. We require a
verified copy of your passport, if applicable your Right to Work share code with which we can
perform an online check or copy of your Home Office Letter detailing EU Settlement Status.

https://www.gov.uk/prove-right-to-work/get-a-share-code-online

If you do not hold a UK passport, we can accept your birth certificate supported by evidence of
your permanent National Insurance number in a formal document

such as a payslip or P60 from a former employer or a letter from the Home Office. If you are
currently applying for a visa and your documents are in the possession

of the Home Office, you will be required to provide evidence of this in the form of either a letter
from the Home Office or the receipt confirming your payment to the Home Office.

You must have started in post within 28 days of receipt of your Skilled Worker Visa. Failure to
start within the required time will result in your visa being retracted as per Home Office
Guidance. The NHS England Overseas Sponsorship team, have developed a step by step guide to
making an application which includes the

ongoing requirements of Sponsorship. This can be found in the Frequently Asked Questions
section, which can be found here

Please note that from the 1st of January 2021 a new immigration system was introduced by the
Home Office known as the ‘Skilled Worker Route’ replacing the Tier 2’ sponsorship process.

Due to the recent changes regarding removal of the temporary Right to Work provisions which
were implemented in response to COVID-19. Lead Employer
are required to complete a face to face meeting to complete your right to work check.

You will be required to attend a Teams meeting so we can check your Right to Live and Work
once we have received your documentation (Passport, Birth Certificate & Visa if applicable), This
check will be conducted via Teams and will be arranged by your administrator.

Certificate of Sponsorship (COS)

If your current visa is not sponsored by NHS England (previously HEE), then you will need to
apply for a new Skilled Worker visa sponsored by NHS England. You must obtain your NHS
England sponsored BRP before you commence your training.

Please forward a copy of your Certificate of Sponsorship upon receipt, to Lead Employer via Trac.

On applying for new NHS ENGLAND sponsored Visa you are required to forward evidence of
your Visa application to Lead Employer via Trac.

GP 4 months extension scheme - Following recent instances, | wanted to take this
opportunity to remind employers that GPs cannot work as a doctor in training on the 4-months
post CCT extension as this is designed to provide time to find further employment after training
is completed. More information on all aspects of the GP 4-month extension scheme can be
found on our website here: https://medical.nee.nhs.uk/medical-training-recruitment/medical-
specialty-training/overseas-applicants/general-practitioner-gp-4-month-extension-scheme



https://www.gov.uk/prove-right-to-work/get-a-share-code-online
https://www.gov.uk/prove-right-to-work/get-a-share-code-online
https://specialtytraining.hee.nhs.uk/Recruitment/Overseas-Sponsorship/Frequently-Asked-Questions-FAQs
https://specialtytraining.hee.nhs.uk/Recruitment/Overseas-Sponsorship/Frequently-Asked-Questions-FAQs
https://medical.hee.nhs.uk/medical-training-recruitment/medical-specialty-training/overseas-applicants/general-practitioner-gp-4-month-extension-scheme
https://medical.hee.nhs.uk/medical-training-recruitment/medical-specialty-training/overseas-applicants/general-practitioner-gp-4-month-extension-scheme
https://medical.hee.nhs.uk/medical-training-recruitment/medical-specialty-training/overseas-applicants/general-practitioner-gp-4-month-extension-scheme

Pre- Employment

Changes to Biometric Residents Permits (BRPs)

The way in which Biometric Residence Permit (BRP) holders evidence their
right to work changed on the 6 April 2022, BRP holders now evidence their
right to work using the Home Office online service only, presentation of a
physical document will no longer be acceptable.

The concession to allow applicants to commence training pending a
visa decision ended on 4th October 2022.

The removal of the concession impacts anyone who has been or will be
issued a CoS after 4th October 2022. This means that as the trainee’s
new employer, we will be unable to allow them to commence in post until
we have confirmation of the issuing of their new VISA which will likely be via
a share code under the new provision.

Up until 4th October 2022 the concessions enabled Lead Employer to
allow a trainee to commence in post providing they had evidenced a copy
of their certificate of sponsorship and evidence of their completed VISA
application being submitted. As this provision has now been removed, it is
likely that this will have an effect on not only new starters but any trainees
who need to reapply for their VISAs following a period of out of
Programme.

Please see below link for the full government guidance regarding the
above. Coronavirus (COVID-19): advice for UK visa applicants and
temporary UK residents - GOV.UK (www.gov.uk)

EU Settlement Scheme (settled and pre-settled status)

e Settled status, usually where you've lived in the UK for a continuous 5-
year period (known as ‘continuous residence’)

e pre-settled status

https://www.gov.uk/settled-status-eu-citizens-families/what-youll-need-to-
apply.

We will require a copy of your Home Office Letter detailing EU Settlement
Status and share code.

-https://www.gov.uk/prove-right-to-work/get-a-share-code-online
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http://www.gov.uk/
http://www.gov.uk/
https://www.gov.uk/settled-status-eu-citizens-families/what-youll-need-to-apply
https://www.gov.uk/settled-status-eu-citizens-families/what-youll-need-to-apply
https://www.gov.uk/prove-right-to-work/get-a-share-code-online

Pre Employment

Medical Clearance

You are required to comply with Merseyside & West Lancashire
Teaching Hospitals NHS Trust and Department of Health requirements
regarding fitness to work, this includes vaccinations and blood results.

It is a condition of your appointment that we receive a satisfactory
medical clearance from the Health, Work & Wellbeing (HWWB)
department prior to your commencement in post.

You will receive an email providing you with a web-link which will enable
you to access a pre-employment medical questionnaire. Please read
the instructions carefully and complete the questionnaire
within 48 hours of receipt of the email & you are required to
attend any appointments Health, Work and Wellbeing set to
obtain full health clearance.

You are required to upload the results of your immunisations and
blood tests from your previous Occupational Health (OH) Service.
Following assessment of the pre-placement questionnaire and
additional information you have provided, it may be necessary to you to
attend an appointment in person for further tests. This appointment
may be at Merseyside & West Lancashire Health Work and Wellbeing
Department or at another Occupational Health provider located in
other regions across the UK.

If you are out of the country at the time of completing your pre-
placement questionnaire, you must arrive in the UK at least 4 weeks
prior to agreed start date, in order to allow adequate time to complete
all relevant checks, in particular HWWB. Alternatively, if you plan to go
abroad please complete the questionnaire and contact HWWB prior to
your departure to make arrangements to have any necessary
appointments before you leave.

HWWB can be contacted on 0151 430 1985

Please note that your start date is subject to HWWB approval
and your co-operation will avoid unnecessary delays.

Further information on what type of vaccination and immunisation
documents we require from you can be found here.

1


https://leademployer.sthk.nhs.uk/new-starter-employment-health-assessment
https://leademployer.sthk.nhs.uk/new-starter-employment-health-assessment
https://leademployer.sthk.nhs.uk/new-starter-employment-health-assessment
https://leademployer.sthk.nhs.uk/new-starter-employment-health-assessment

Pre Employment

Qualifications/Licences

Professional Registration

It is a condition of your appointment that you provide details of your
valid professional registration.

General Medical Council - https://www.gmc-uk.org/registration-and-
licensing/the-medical-register

General Dental Council - https://www.gdc-uk.org/

GMC Welcome to the UK - Event Book Here

Adapting to UK medical practice can be hard for any doctor, regardless
of where you're from or how experienced you are. GMC offer a free
workshop is designed to help doctors new to the UK, by offering
practical guidance about ethical scenarios you may encounter, and the
chance to connect with other internationally-qualified doctors.

English Language Competency - International Medical
Graduates

All public facing roles require a proportionate level of English language
proficiency for written and verbal communication

If applicable evidence to demonstrate their level of language
competence by having passed an English language competency test
will be required, Please send your ILETS or OETS to your administrator
for verification.

Qualifications

You may also be required to provide evidence during your
employment with details of your qualifications and relevant
memberships you may hold for your specialty training.

Further Information on the Person Specification and if this is a
requirement for your post can he found here.

Competencies and ARCP

A copy of your most recent Annual Review of Competence Progression
(ARCP) is also required if you are being appointed to a CT2 post or
higher and have previously been employed in a training post.

If you are currently in a Foundation programme please provide a copy
of your most recent FPCC or Alternative Certificate (CREST).

5%


https://www.gmc-uk.org/about/what-we-do-and-why/learning-and-support/workshops-for-doctors/welcome-to-uk-practice
https://specialtytraining.hee.nhs.uk/Recruitment/Person-specifications
https://specialtytraining.hee.nhs.uk/Recruitment/Person-specifications
https://specialtytraining.hee.nhs.uk/Recruitment/Person-specifications

Pre Employment

Qualifications/Licences

Advanced Life Support

If it is a requirement of the Person Specification for your training
programme that you must to have an up-to-date Advanced Life
Support (ALS) certificate we will ask you to provide evidence of this.

Employment History and References

If you are being appointed from outside the NHS, references covering a
minimum of three years will be required and these must include:

e one from your current or most recent employer; and (if relevant)
e one from your previous employer.

If you are being appointed directly from another NHS Organisation, a
reference will be required to cover the previous 12 month period
prior to you starting your training post.

Please ensure that your referees are aware that they will be receiving a
reference request from Lead Employer to assist in avoiding any delays
to your start date.

If obtainable, completed references from Oriel will be used.

International Police Check

If you have resided outside the UK for 6 months or more
(continuously or in total) within the last 5 years you are required to
provide a Police Check from each of

the Countries where you have been a resident.

Please use the below link of how to apply and contact details for
criminal record checks overseas.
https:.//www.gov.uk/government/publications/criminal-records-
checks-for- overseas-applicants

Please follow this link to the NHS Employers for further clarification
https://www.nhsemployers.org/articles/criminal-record-check

12


https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.nhsemployers.org/articles/criminal-record-check
https://www.nhsemployers.org/articles/criminal-record-check
https://www.nhsemployers.org/articles/criminal-record-check

Pre Employment
Checklist

Forms & Links

New starter Payroll form

Model Declaration form
Information Sharing Agreement
Health, Work and Wellbeing Questionnaire

DBS Link

Document Evidence

Upload of ID and UK Proof of address to IDSP
Evidence of RTLW

Virtual Teams Meeting

Certificate of Sponsorship (if applicable)

Evidence of Visa Application in progress
International Police Check (if applicable)

Enhanced DBS Certificate

English Language Competency (ILETS or OETS)
Advanced Life Support (ALS) Certificate (if applicable)
Higher Qualifications (if applicable for your specialty
training) Foundation Competences (FPCC, CREST 24,
Core Comps) ARCP (if applicable)

Referee details for previous 3 years

13



Further Information

Your Contract

Provided you have completed all pre-employment checks as per
the NHS Check Standards, your contract of employment will be
issued prior to or on your start date. It is a requirement that you
confirm receipt and acceptance of your contract.

Medical Indemnity

It is your responsibility to ensure that you have sufficient clinical
and professional indemnity cover. It is not the responsibility of the
Lead Employer to provide indemnity cover. If you are working in an
NHS Trust you will normally covered by the Clinical Indemnity
Scheme set up by that Trust with NHS Resolution. However, this
will not include professional indemnity cover and you should
arrange that yourself.

NHS England (NHS ENGLAND) provide funded membership to
trainees in certain medical indemnity membership from 4 August
2021.

Eligible specialties include:

General Practice

Public Health

Palliative medicine

Occupational medicine

Community, sexual and reproductive medicine
Genito-urinary medicine

Sports and exercise medicine

Aviation and space medicine

For Colleagues in Training working in placements outside the NHS
e.g. Hospices, Local Authorities, Sports Clubs etc. please check with
your host in relation to clinical indemnity cover. If none is provided
by your host it is your responsibility to ensure you have adequate
cover along with professional indemnity cover.

14



Further Information

Your Working Pattern (Work Schedule)

Your work schedule is produced by your Host/placement
organisation where you will placed, the Lead Employer will work
with your host/placement organisation to ensure you have your
work schedule in line with the code of practice which can be
found here https://www.NHS England.nhs.uk/our-work/medical-
recruitment/code-practice-medical- recruitment

ROTA

Locum Work E

Under the 2016 Terms and Conditions, if you intend to undertake
hours of paid work as a locum in addition to the hours set out in the
work schedule, you must initially offer such additional hours of work
exclusively to the service of the NHS via an NHS staff bank (this will
normally be at the rates stated in Annex A of the terms and conditions).

The requirement to offer such service is limited to work commensurate
your grade and competencies rather than work at a lower grade. You
must inform the lead employer lead.employer@sthk.nhs.uk, host
organisation and your trainer prior to your agreement to undertake
additional hours of locum work (or private work). As there is a risk you
could breach the maximum average 48 hour week you will be required
to sign a Working Time Regulations opt out form which allows you to
increase your maximum average working week to 56 hours. If you are
intending to undertake locum work or otherwise work hours in excess
of that maximum please email lead.employer@sthk.nhs.uk.
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https://www.hee.nhs.uk/our-work/medical-recruitment/code-practice-medical-recruitment
https://www.hee.nhs.uk/our-work/medical-recruitment/code-practice-medical-recruitment
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mailto:lead.employer@sthk.nhs.uk
mailto:lead.employer@sthk.nhs.uk
https://leademployer.sthk.nhs.uk/media/Individual-Consent-to-Opt.pdf
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mailto:lead.employer@sthk.nhs.uk
mailto:lead.employer@sthk.nhs.uk

Further Information

NHS Collaborative Bank

Lead Employer partners with Patchwork Health and currently 23 trusts to
deliver a bank service across the North West region. The NHS Collaborative
Bank is the UK's largest resident doctor collaborative bank and is available for
resident doctors employed by Lead Employer. The NHS Collaborative Bank
enables you to work flexibly across all 23 trusts without having to duplicate any
pre-employment checks.

Why join?

Flexibility to work across Access to book shifts instantly and
multiple trusts keep track of shifts and payments
via Patchwork Health app

Payment via your Activation within 48 hours
post employer (MWL)

Participating Trusts

Work in any of our 23 partner trusts across the north west without having to
duplicate any further pre-employment checks. For a full list of these trusts,
please visit the NHS Collaborative Bank webpage.

How to join?
Once your pre-employment checks are complete and you have commenced
your employment with Lead Employer please follow the simple steps below.

1.Download the patchwork Health app

2.Select NHS Collaborative Bank - MWL as the organisation complete
the required field and upload your CV

3.Your application will come through to the team and will be approved
within 48hrs

For further information please contact the team at
nhs.collaborativebank@merseywestlancs.nhs.uk



https://leademployer.merseywestlancs.nhs.uk/nhs-collaborative-bank-mwl
https://leademployer.merseywestlancs.nhs.uk/nhs-collaborative-bank-mwl
mailto:nhs.collaborativebank@merseywestlancs.nhs.uk

Further Information

Pay Protection

The 2016 TCS is available via:
https://www.nhsemployers.org/publications/doctors-and-
dentists-training-terms-and-conditions-england-2016

The team will determine eligibility against the following schedules:
 Pay protection on changing training path (Schedule 2 paragraph
48-57)

« Pay protection on re-entering training from a career grade
(Schedule 2 paragraph 58-61)

* Transitional Arrangements (Schedule 15 paragraph 1-7)

Hard to fill training programmes are detailed below and at below
link: NHS Pay Circular

 General Practice (ST1 -ST4)

* Psychiatry Core Training

* Psychiatry Higher Training

» Emergency Medicine - ST4 and above

https://www.nhsemployers.org/articles/pay-and-conditions-
circulars-medical-and-dental-staff

Upon review of the information provided should you feel you are
eligible for Pay Protection, to assess your eligibility Please complete
online form at below link

https://leademployer.merseywestlancs.nhs.uk/online-forms

Please have below documents to hand ready to upload via online
form

» Most Recent Payslip from your previous employer
 Contract from previous employer

* ARCP - if applicable

» Copy of your up-to-date CV

« Confirmation of employment letter from your prior post
confirming your job title, start and ends date and salary.


https://www.nhsemployers.org/publications/doctors-and-%20dentists-training-terms-and-conditions-england-2016
https://www.nhsemployers.org/publications/doctors-and-%20dentists-training-terms-and-conditions-england-2016
https://www.nhsemployers.org/articles/pay-and-conditions-%20circulars-medical-and-dental-staff
https://www.nhsemployers.org/articles/pay-and-conditions-%20circulars-medical-and-dental-staff
https://www.nhsemployers.org/articles/pay-and-conditions-%20circulars-medical-and-dental-staff
https://leademployer.merseywestlancs.nhs.uk/online-forms

Further Information

Supported Return to Training

If immediately before commencing this post you will have had a break in
clinical practice of 3 months or more you will be eligible to access
Supported Return to Training (SuppoRTT). NHS ENGLAND recognises
that returning to training following a break can be challenging and has
resources available to support your return.

The SuppoRTT Programme offers various options including enhanced
supervision on return to training, access to a mentor for 6 months post-
return, skills refreshers, a regional Keep in Touch (KIT) Event and access to
funding for return activities.

Please contact your NHS England Regional Office for further information.

National Performers List (NPL) GP Colleagues
in Training only

Please follow the link for further information:
https://pcse.england.nhs.uk/services/performers-lists/gp-performers-list-
for-england/

Payroll - Information P45

Please scan or photograph your P45 and email it as soon as possible to
LeadEmployerPayroll@sthk.nhs.uk to avoid any incorrect payment of Tax.

E-Payslip
Upon appointment, you will receive an email providing details of how

to access your payslip electronically via ESR self-service. The ESR
helpdesk team can be contacted via ESR.helpdesk@sthk.nhs.uk

NHS Pension Scheme membership

A copy of the scheme guide can be accessed via the NHS Pension
website at: https://www.nhsbsa.nhs.uk/member-hub. If you currently have
an NHS Pension ERRBO, Added Years or MPAVC contract please provide a
copy of the contract to Lead Employer Payroll to ensure continuity of the
agreement.
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Further Information

Removal Expenses and Excess Mileage

If you do not live in the NHS England area in which you will be based and
are required to move house in order to take up your training post, you
may be able to claim removal expenses. Alternatively, if you already live
within the NHS England area and do not wish to move, you may be
entitled to claim excess mileage for commutes to Host Organisations.

You are advised that all applications (available on our website) must be
submitted prospectively for approval. No responsibility can be taken by
Lead Employer where Colleagues in Training have made arrangements
and incur removal expenses or excess mileage expenses without written
confirmation from Lead Employer that you are eligible for
reimbursement.

Business Mileage

Business Mileage can be claimed online via Employee Online, Easy
Expenses. Please use this link for further details of how to contact the
team and obtain further guidance. (Under Business Mileage and
Expenses)

Annual Leave

Leave entitlement should be calculated pro-rata according to time spent
at each placement. Where accrued annual leave is not taken whilst at the
placement, leave can only be carried over to the next placement in
exceptional circumstances, Permission from the new placement must be
sought along with confirmation from your existing host organisation why
you have been unable to take leave. It is your responsibility to ensure
that you use your leave within each placement and that you keep an
accurate record of annual leave taken.

Study Leave

The Lead Employer administer this process on behalf of NHS England
who are the policy owners. NHS ENGLAND provide details of amounts to
be paid for inclusion in your monthly pay. For further information on this,
please visit your training programme relevant NHS ENGLAND website,
which can be found here.

Policies

Our policies can be accessed via our website.



https://leademployer.sthk.nhs.uk/expenses-1
https://leademployer.sthk.nhs.uk/expenses-1
https://leademployer.sthk.nhs.uk/policies-and-forms
https://leademployer.sthk.nhs.uk/policies-and-forms
https://leademployer.sthk.nhs.uk/policies-and-forms
https://leademployer.sthk.nhs.uk/policies-and-forms
https://leademployer.sthk.nhs.uk/policies-and-forms
https://leademployer.merseywestlancs.nhs.uk/policies-and-forms
https://leademployer.merseywestlancs.nhs.uk/policies-and-forms

Systems

As part of your offer into your Specialty Training post, it is a
requirement to access a number of systems to support you both
during pre-employment and employment. Below are the various
systems and their purpose:

e Oriel - National recruitment Tool, On-boarding receive application
details
from NHSE
e TRAC - Offer of employment, DBS Application and pre-employment
checks.
o [DSP & DBS - Trust ID and Verifile are used as part of on-boarding
and
DBS renewal.
o COHORT - Heath Work and Well-being medical questionnaire for
pre-
employment and management referrals
o Allocate - Exception reporting
e Fasy Expenses - Business Mileage claims
e ESR - Employee Self Service to manage your own data
e TIS - NHS England (NHS ENGLAND) national information system
programme (currently TIS is not available in all NHS ENGLAND areas)

Pre- Employment via Trac

To send documents to us please reply to any email that we have sent to
you via Trac (earliest email would be your Offer Letter) and attach your
documents. This will then be received into your Trac account and direct
to your administrator for them to process.

How to use Trac to communicate with us

Please take a look at our handy how-to video that shows you how to
respond via TRAC systems. All correspondence will come through your
email via TRAC as the sender and our video will show you how to
directly respond with all required information.

https://leademployer.merseywestlancs.nhs.uk/contacting-us---trac
https://vimeo.com/682905254

Further Pre-employment information can be found at our website
https://leademployer.merseywestlancs.nhs.uk/your-pre-employment-

journey
e
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Contact Us
Key Contacts

The Lead Employer Helpdesk should be your main point of contact in
relation to all of your work based needs and queries.

Lead Employer Helpdesk - 0151 478 7777
Email: lead.employer@sthk.nhs.uk
Available Monday - Friday between 9am - 5pm

Please note: When you call our Helpdesk team, there are five options to
choose from depending on the nature of your query. Find out more
here. -

Additional Contacts

* ESR Enquiries:
Email - ESR.helpdesk@sthk.nhs.uk
(login details, forgotten password etc)

Electronic Submission of Expenses (Easy Expenses)

Email - e-expenses@sthk.nhs.uk
(Expenses for Excess mileage, Business mileage and Home to
Work mileage submitted via e-expenses only)

Health, Work and Wellbeing - Phone: 0151 430 1985
Email - hwwb.recruitment@sthk.nhs.uk

Pay Enquiries
Email - leademployerpayroll@sthk.nhs.uk
(tax queries only, other pay queries will be addressed by the

helpdesk)

« Pensions enquiries

Email - Leademployer.Pension@sthk.nhs.uk

Sponsorship Team
Email - england.sponsorship@nhs.net


https://leademployer.sthk.nhs.uk/contact-us
https://leademployer.sthk.nhs.uk/contact-us

Stay Connected

Follow Us

How do we communicate with you?

Here at Lead Employer we communicate with you primarily over email so it is
vital that your details are updated regularly in ESR.

You will receive our Lead Employer update via email on a fortnightly basis.
This communication will share key updates and important messages to
support you with your specialty training. We also include useful wellbeing
resources and upcoming events that are relevant to you as an NHS
colleague.

Be sure to follow us on social media too - we love to engage with our trainees
and learn more about how we can best support you so please get in touch.

If you have any queries regarding communication, please email:
Lead.EmployerCommunications@sthk.nhs.uk

You can follow us on:

® @MWL_LE

@mwl_leademployer

ﬁ @MWLLeadEmployer

@ @the-lead-employer

o @mwlleademployer


https://twitter.com/MWL_LE
https://www.instagram.com/mwl_leademployer/
https://www.facebook.com/MWLLeadEmployer
http://www.youtube.com/@mwlleademployer
https://uk.linkedin.com/company/the-lead-employer

Lead Employer
Colleague App

Download Today!

Search for MWL Lead Employer in your
App store

We'come fo you! Click the padlock icon and register with the
EEﬁD EMP[LOYER @ email address we have on record for you

leademployer.merseywestlancs.nhs.uk @ Stal’t USIﬂg tOdayl

You must register for the app using your Electronic Staff
Record (ESR) email address. Please be aware it could take a
couple of weeks after your start date for your ESR email
address to be processed for app registration purposes.

Should you have any app-related queries, please get in touch
with the below:

lead.employercommunications@sthk.nhs.uk

Lead Employer

# Download on the GETITON
@& App Store Google Play

Click to download Click to download


https://play.google.com/store/apps/details?id=uk.nhs.sthk.leadapp&hl=en_GB&gl=US
https://play.google.com/store/apps/details?id=uk.nhs.sthk.leadapp&hl=en_GB&gl=US
https://play.google.com/store/apps/details?id=uk.nhs.sthk.leadapp&hl=en_GB&gl=US
mailto:lead.employercommunications@sthk.nhs.uk

