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Quick Reference Guide
Policy to define the management of Core Skills Training Framework (CSTF) compliance

across lead employer colleagues-in-training and how/where training can be completed
and recorded to support host organisations with maintaining compliance.
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1. Scope

This poIiF():y will apply to all colleagues-in-training employed by the Lead Employer. The
Lead Employer is contracted as part of the commercial agreement with NHS England to
ensure that all colleagues-in-training employed by the service meet the national
requirements for completion of core skills training.

2. Introduction

Mersey & West Lancashire Teaching Hospitals NHS Trust (MWL) Lead Employer
Service is committed to supporting NHS England, host organisations and colleagues-in-
training with ensuring that mandatory training compliance is maintained throughout the
colleague-in-training’s employment. The Core Skills Training Framework (CSTF)
provides all NHS colleagues-in-training with the basic requirements to effectively fulfil
their roles.

This policy is to ensure that the Lead Employer Service, NHS England and all host
organisations are able to have a clear oversight of CSTF and other Statutory and
Mandatory Training compliance for colleagues-in-training and ensures that all
stakeholders understand the appropriate processes required to record compliance on
ESR (096 VPD).

3. Statement of Intent
The purpose of this policy is to provide managers and colleagues-in-training with

guidance on the application and management of CSTF and other Statutory and
Mandatory Training modules which have been defined as being relevant to colleagues-
in-training and to ensure that all compliance is appropriately recorded in ESR.

The objectives of this policy are to ensure that the Lead Employer Service:

e Colleagues-in-training and managers/clinical supervisors are aware of the
requirements of Core Skills Training Framework and other Statutory and
Mandatory Training.

e To provide a process for host organisations to appropriately record compliance so
that the data flows to the Lead Employer ESR database.

e To ensure that all stakeholders are aware of the appropriate escalation
procedures for the management of non-compliance.

e To ensure portability of training data for CSTF and other Statutory and Mandatory
Training modules for colleagues-in-training thus meeting the national agenda.

4. Definitions

Term/Abbreviation | Definition/meaning

Core Skills National agreed profile of mandatory training modules for
Training healthcare professionals to complete.

Framework

(CSTF)
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e-LfH E Learning for Health is a platform where healthcare workers can
complete the mandatory training modules to ensure compliance
with the core skills training framework.

ESR The Electronic Staff Record or ESR is an Oracle-based human
resources and payroll database system used by the NHS

in England and Wales. The Electronic Staff Record application is
managed by IBM for the NHS.

Statutory and Modules that are defined locally and/or nationally as being
Mandatory essential for Colleagues in Training,

Training

Colleague in Resident doctors, dentists, foundation dentists and public health
training registrars working across the NHS

5. Duties, Accountabilities and Responsibilities

5.1 Chief Executive
The Chief Executive on behalf of the Trust Board is responsible for ensuring that this
policy is fully implemented via host trusts and that there is a continuing commitment to
the training of hosts in the implementation of all Trust policies.

5.2 NHS England

NHS England is responsible for revalidating colleagues-in-training to ensure they are
practicing within the scope of their training programme.

The NHS England Regional Deans are responsible for ensuring appropriate action is
taken within the scope of the training programmes to support the Lead Employer Service
and host organisation managers, in ensuring colleagues in training are allocated time to
ensure they are meeting the expected standards for the core skills training framework
and Statutory and Mandatory Training; following the escalation process when individuals
are not compliant.

5.3 Lead Employer Service

The Lead Employer Service is responsible for monitoring compliance of mandatory
training requirements as per the Core Skills Training Framework and other Statutory and
Mandatory Training.

5.4 Host Organisations

Host organisations are responsible for allocating time to ensure that all colleagues-in-
training on rotational placement are up to date with their statutory and mandatory training
requirements as per the Core Skills Training Framework (CSTF) and Statutory and
Mandatory Training ensuring all local training is aligned to CSTF and Statutory and
Mandatory Training and that appropriate competencies are awarded. If individuals are
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not compliant, host organisations are also responsible for following the escalation
process as outlined below.

Hosts are responsible for providing colleagues-in-training with access to four specific
requirements:
Level 3 Adults and Children Safeguarding — these need to be locally assessed as to

whether it is required for a specific rotation.
(N.B. Should these be awarded by a Trust the colleague-in-training will be awarded Level 2 for the same
duration)

Level 2 Moving and Handling and Resuscitation — these need local assessment due to
specific equipment being used at the Trust before they can be awarded.

Monitoring of compliance for these four modules will be the responsibility of the Host
organisation and access to the 096 VPD via Manager Self-Service is provided for this
purpose. In addition to CSTF Lead Employer will add local practical element
competencies in addition to online learning. This will enable hosts to honour training that
is valid when a colleague-in-training rotates from host to host organisations This will
avoid unnecessary duplication of training and supports improving the working lives of
colleagues-in-training.

5.5 Workforce Systems and Information Team

The Workforce Systems and Information Team for Lead Employer supports the
management and utilisation of Shared Training Centres (STCs) that assist host
organisations with maintaining colleague-in-training compliance. They provide assistance
to all stakeholders relating to issues with access to the self-service functionality within
ESR.

5.6 MWL Lead Employer HR Team

The MWL Lead Employer HR Team is responsible for providing support in the
functionality and utilisation of the platform.

5.7 Colleague-in-training

New colleagues-in-training have 4 weeks in which to complete their training they are
responsible for regularly checking their ESR profile and completing the mandatory
training requirements as per the core skills training framework (CSTF) and other
Statutory and Mandatory Training. The modules (Appendix 1) that fall within the required
Training Needs Analysis (TNA), are agreed at a national level for all colleagues-in-
training and is a requirement. The TNA will be maintained and ensure that ESR is up to
date with any alterations so that compliance is not affected.

5.8 Third Parties
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The Lead Employer will not provide training information or confirmation of training to any
third party. (i.e., Employment Agencies).

6. Process to support management of CSTF Compliance and Statutory and
Mandatory Training

6.1 Completing Training

CSTF and Statutory and Mandatory Training modules are available via online platforms
e.g. e-LfH or ESR, colleagues-in-training are able to access either of these platforms to
complete the training and their compliance will be recorded on their ESR account.

6.1.1 ESR Access

In order to maintain training records, colleagues-in-training are able to access their CSTF
and Statutory and Mandatory Training modules via ESR. Host organisations are able to
update competency and training information from the 096 Lead Employer ESR system
using a Shared Training Centre.

Hosts organisations can run compliance reports from the 096 Lead Employer ESR
system using their Manager Self-Service access.

6.1.2 e-LfH Access

Colleagues-in-training are also able to complete their CSTF and Statutory and Mandatory
Training modules via the e-LfH platform. MWL do not have administrative access to e-
LfH, any queries with e-LfH would need to be made directly.

6.1.3 Protected Time

Colleagues-in-training will be allocated protected time for completion of CSTF and
Statutory and Mandatory Training by their Host Organisation. Self Development Time
(SDT) is not to be used for completing mandatory training.

6.2 Recording compliance via Shared Training Centre (STC)

Host Organisations have the ability to access a shared training centre (STC). This ESR
Functionality allows Host Organisations the ability to access colleague-in-training records
on the Lead Employer 096 ESR VPD and enrol them on them to local classes held by the
host organisation. Hosts must attach appropriate CSTF and Statutory and Mandatory
competencies to this type of training to ensure colleagues-in-training are awarded the
correct one. This will enable Host Organisations to ensure their hosted colleagues-in-
training are fully compliant if they complete an induction or other session at the host Trust
with appropriate course modules associated with colleague-in-training Requirements.
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An MOU has been created to reflect appropriate data sharing obligations for the Lead
Employer Service and all host organisations. In order to utilise the STC provision, Host
Organisations will need to sign up to the MOU.

6.3 Reconciliation Process

To support the flow of required data to enable the benefits of the passporting function,
there is a requirement for the MWL Lead Employer HR team to complete a reconciliation
process to support the correct competencies being added to colleague-in-training
records.

6.3.1 e-LfH

To support the transfer of data from the e-LfH platform to the Lead Employer ESR
database the Trust have established an interface between the systems. ESR is the
master database and overnight, daily, the interface pushes data from the e-LfH database
to update any completed training competencies on the Lead Employer ESR system. On
an annual basis interface mappings will be reviewed to ensure these match current
requirements.

The identifiers for colleagues-in-training are ensuring that the GMC number and e-mail
match in both systems.

6.3.2 ESR

ESR is the master database for the purposes of managing CSTF and Statutory and
Mandatory Training compliance for colleagues-in-training. Providing the STC is used
ESR will be automatically updated with training completions undertaken Face to Face in
host organisations.

6.4 Reasonable Adjustments

Any requirement for reasonable adjustments to complete CSTF and Statutory and
Mandatory Training will be managed in accordance with Lead Employer Reasonable
Adjustments Policy.

6.5 Escalation Process

The escalation process has been produced to effectively manage colleagues-in-training
who are non-compliant providing a clear structure so that host organisations are
supported and have effective procedures to ensure that all training is appropriately
recorded. We would not expect the escalation process to start where there are mitigating
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circumstances e.g., the colleague-in-training has an extended period of absence or
where the host is working with the colleague-in-training to maintain compliance.

This will support the colleague-in-training in recognising the importance of mandatory
training and the Lead Employer and NHS England in management of host organisations
who are not adhering to the management process to ensure that colleagues-in-training
are compliant.

6.5.1 Non-Compliance and Long-Term Sick Leave

When a colleague-in-training is on long term sick leave this will be reviewed on a case by case
basis with the input of Lead Employer HR Team.

6.5.2 Non-Compliance and Maternity / Adoption Leave

In the cases where a colleague-in-training is on maternity / adoption leave this will be reviewed
on a case by case basis with the input of Lead Employer HR Team.

6.5.3 Non-Compliant Colleague-in-training

Colleagues-in-training are notified via self-service in 096 ESR that their compliance is
due to expire within a three-month timescale. Colleagues-in-training should complete
their CSTF and Statutory and Mandatory Training modules during this three-month time
scale so that their compliance is maintained.

After the three-month warning period the colleague-in-training becomes non-compliant,
their ESR profile will show that they are no longer compliant for the relevant modules. At
this point, host organisations are responsible for making sure that colleagues-in-training
take the required time to update their compliance and complete the modules.

e Up to 1 month before the colleague-in-training has become non-compliant the
host organisation will remind colleague-in-training that urgent attention is needed.

e 1 month after the colleague-in-training has become non-compliant if they have not
completed the training, the host organisation will write to the colleague-in-training
asking them to complete their training within the next 4 weeks. Appendix 5
provides a suggested template to use. This must be reported to Lead Employer
using the Stage 1 eForm found here.

e 6 weeks after the colleague-in-training has become non-compliant if they have
not completed the required training, the host organisation will escalate to the
Director of Medical Education who will liaise with the host Speciality Training
Lead or another locally identified individual who will write to the Lead Employer
colleague-in-training stressing the urgency for completion of statutory and
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mandatory training and its importance for the successful completion of their
training programme and patient safety. Appendix 6 provides a suggested
template to use. The host organisation Specialty Training Lead or another locally
identified individual will ensure that the rota co-ordinator allocates protected time
in weeks 13 and 14 for completion of training.. This must be reported to Lead
Employer using the Stage 2 eForm found here.

15 weeks after the colleague-in-training has become non-compliant, the host
organisation will complete the Stage 3 eForm found here notifying Lead Employer
colleague-in-training is still non-compliant. MWL Lead Employer will then consider
whether formal management of this concern is required in line with policy and
procedure.

See Appendix 2 for an illustration of the escalation process for existing colleague-
in-training and Appendix 3 for IMG colleague-in-training and Appendix 4 which
provides details regarding the eForms for notifying Lead Employer.

By reporting each stage for non-compliant colleagues-in-training this supports host
organisations at the point where a colleague-in-training could be at Stage 1 or 2 just prior
to rotating to a new host and prevent instances where a colleague-in-training could be
inadvertently put back to the start of the process. The detail will be passed to Host
Organisations via a reporting mechanism.

Colleagues-in-training may be prevented from performing some duties dependent upon
the outstanding training modules and Host Organisations will manage this via local risk
assessment and advise the Lead Employer if any action needs to be taken.

Colleagues-in-training that are not compliant may also delay their pay progression review
as set out in the pay progression policy.

7. Training

There is no requirement for mandatory training to support this policy however there is
self-directed learning as guidance available to support both colleagues-in-training and
Host Organisations/Trusts in implementation.

What Which staff Is this If no, how Who will How Who will
aspect/s of groups require  training will the deliver the often will ensure
this policy this training? covered in training be training? staff and

will require the Trust’s delivered? require monitor

staff Statutory training that staff
training? & have this
Mandatory training
Training
Policy?
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How to Colleague-in- No Self- Self- As Not
access training directed directed needed required
eLfH learning learning

and and

support support

from LE from LE

Helpdesk Helpdesk
How to Colleague-in- No Self- Self- As Not
access training directed directed needed Required
MyESR learning learning

and and

support support

from LE from LE

Helpdesk Helpdesk
Shared Host Trusts / No Self- Self- As Not
Training Organisations directed directed needed required
Centre learning learning

and and

support support

from LE from LE

Helpdesk Helpdesk
How to Host Trusts / No Self- Self- As Not
input Organisations directed directed needed required
training learning learning
completions and and
on ESR support support

from LE from LE

Helpdesk Helpdesk
How to run Host Trusts / No Self- Self- As Not
a Core Organisations directed directed needed required
Skills learning learning
Compliance and and
Report on support support
ESR from LE from LE

Helpdesk Helpdesk

8. Monitoring Compliance
8.1 Key Performance Indicators (KPIs) of the Policy

No

Key Performance Indicators (KPIs) Expected Outcomes

1.

To ensure colleagues-in-training mandatory CSTF and Statutory and Mandatory
Training compliance is accurately recorded in ESR for reporting purposes.

Lead Employer Reporting of Compliance will exclude the four items which
should be locally assessed and awarded. These items will be recorded against
the individual colleague-in-training but, not for compliance reporting statistics.

To ensure that mandatory CSTF and Statutory and Mandatory Training
compliance is portable from the Lead Employer to Host Organisations ahead of
rotation dates.

8.2 Performance Management of the Policy

Minimum Lead(s) Tool Frequency Reporting Lead(s) for acting
Requirement Arrangements on
to be Recommendations
Monitored
Compliance % LE ESR BI Monthly Contract Colleague-in-training /
Mandatory Management Host Organisation /
Training NHS England
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9. References/Bibliography/Relevant Legislation/National Guidelines

No | Reference

1.

2.

3.

4,

5.

10. Related Trust Documents

N

o Related Document
https://intranet.sthk.nhs.uk/plugins/extranet/widgets/policies/uploads/2022-
634406febf2e92.99925238.pdf
https://leademployer.sthk.nhs.uk/media/Documents/Policies%20and%20Forms/Reasonabl

2. | e%20Adjustments/LE%20Reasonable%20Adjustments%20Policy%20-
%20June%202023.pdf

3. | Need link for How to access e-LFH to complete your Core Skills Mandatory Training Guide

4. | Need link for How to access MyESR to complete e-Learning

5. | Need link for Shared Training Centre Guide

6. | Need link for How to input Training completions on ESR

7. | Need link for How to run a Core Skills Compliance Report on ESR
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Sensitivity: Unrestricted

NHS

Mersey and West Lancashire

Teaching Hospitals
NHS Trust

11. Equality Analysis Screening Tool

The EIA screening must be carried out on all policies, procedures, organisational changes,
service changes, cost improvement programmes and transformation projects at the earliest
stage in the planning process. Where the screening identifies that a full EIA needs to be
completed, please use the full EIA template.

The completed EIA screening form must be attached to all procedural documents prior to
their submission to the appropriate approving body. A separate copy of the assessment
must be forwarded to the Head of Patient Inclusion and Experience for monitoring purposes
via the following email, cheryl.farmer@sthk.nhs.uk. If the assessment is related to workforce
a copy should be sent to the workforce Head of Equality, Diversity and Inclusion for
workforce equality&diversity@sthk.nhs.uk.

If this screening assessment indicates that discrimination could potentially be introduced
then seek advice from either the Head of Patient Inclusion and Experience or Head of
Equality, Diversity (Workforce) and Inclusion.

A full equality impact assessment must be considered on any cost improvement schemes,
organisational changes or service changes that could have an impact on patients or staff.

Title of function The Management of Core Skills Training
Framework and Other Statutory and
Mandatory Training Compliance for Lead
Employer Colleague-in-training

Brief description of function to be Application of the Policy
assessed

Date of assessment 17/10/2024

Lead Executive Director Malise Szpakowska

Name of assessor

Job title of assessor

Equality, Diversity & Inclusion

Does the policy/proposal:

1) Have the potential to or will in practice, discriminate against equality groups

2) Promote equality of opportunity, or foster good relations between equality groups?
3) Where there is potential unlawful discrimination, is this justifiable?
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Negative
Impact

Positive
Impact

Justification/ evidence and
data source

Age

No

No

Disability

Yes

No

The escalation process provides
guidance in the case of
noncompliance and long-term
sick leave. Any requirement for
reasonable adjustments are
managed in accordance with the
Lead Employer Reasonable
Adjustments Policy.

Gender reassignment

No

No

Pregnancy or maternity

Yes

No

The escalation process provides
guidance in the case of
noncompliance whilst on
maternity leave and also were
the escalation process is in
progress at either Stage 1 or 2
prior to commencing maternity
leave.

Race

Yes

No

Consideration will be given in
cases where English is not a
Colleague-in-training’s first
language and this impacts on
their ability to complete
eLearning modules. As the
eLearning is access through
eLfH there are no concessions
for the modules to be available
in other languages.

Religion or belief

No

No

Sex

No

No

Sexual orientation

No

No

Human Rights

Is the policy/proposal infringing on the Human Rights of individuals or groups?

Negative Positive Justification/ evidence and
Impact Impact data source
Right to life No No
Right to be free from No No
inhumane or degrading
treatment
Right to liberty/security No No
Right to privacy/family life, No No
home and
correspondence
Right to freedom of No No
thought/conscience
Right to freedom of No No
expression
Right to a fair trial No No
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Health Inequalities

Is the policy/proposal addressing health inequalities and are there potential or actual negative
impact on health inequality groups, or positive impacts? Where there is potential unlawful
impacts is this justifiable.

Negative Positive Justification/ evidence and
Impact Impact data source

Deprived populations No No
Inclusion health No No
groups

5 child clinical areas No No
5 adult clinical areas No No

Outcome

After completing all of the above sections, please review the responses and consider the

outcome.
Is a full EIA required? Yes [J No
Please include rationale:
Sign off
Name of approving manager Head of HR Governance & Performance
Job title of approving manager Head of HR Governance & Performance
Date approved 22/10/2024
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12. Data Protection Impact Assessment Screening Tool
If you answer YES or UNSURE to any of the questions below a full Data Protection Impact
Assessment will need to be completed in line with Trust policy.

Yes No Unsure Comments - Document initial
comments on the issue and
the privacy impacts or

clarification why it is not an
issue

Is the information about individuals v
likely to raise privacy concerns or
expectations e.g. health records,
criminal records or other
information people would consider
particularly private?

Will the procedural document v
lead to the collection of new
information about individuals?

Are you using information about v
individuals for a purpose it is not
currently used for, or in a way it is
not currently used?

Will the implementation of the v
procedural document require you to
contact individuals in ways which
they may find intrusive?

Will the information about individuals v
be disclosed to organisations or
people who have not previously had
routine access to the information?

Does the procedural document v
involve you using new

technology which might be
perceived as being intrusive?

e.g. biometrics or facial recognition

Will the procedural document result v
in you making decisions or taking
action against individuals in ways
which can have a significant impact
on them?

Will the implementation of the v
procedural document compel
individuals to provide
information about themselves?

Sign off if no requirement to continue with Data Protection Impact Assessment:
Confirmation that the responses to the above questions are all NO and therefore there is no
requirement to continue with the Data Protection Impact Assessment

Policy author Date
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13.

Appendix 1 — Mandatory training requirements to be set by the Lead

Employer for ALL colleagues-in-training:

NHS|CSTF|Equality, Diversity and Human Rights - 3 Years

NHS|CSTF|Fire Safety - 2 Years

NHS|CSTF|Health, Safety and Welfare - 3 Years

NHS|CSTF|Infection Prevention and Control - Level 2 - 1 Year
NHS|CSTF|Information Governance and Data Security - 1 Year

NHS|CSTF|NHS Conflict Resolution (England) - 3 Years

NHS|CSTF|Preventing Radicalisation - Prevent Awareness - 3 Years
NHS|CSTF|Safeguarding Adults (Version 2) - Level 2 - 3 Years
NHS|CSTF|Safeguarding Children (Version 2) - Level 2 - 3 Years096|LOCAL|Blood

Components — 2 Years

096|LOCAL|Consent (Blood Transfusion) — 2 Years

096|LOCAL|Essential Transfusion Practice — 2 Years

096|LOCAL|Safe Use of Insulin — 1 Year

096|LOCAL|Speak Up — Core Training for all Workers — No Renewal
096|LOCAL|Transfusion Reactions — 2 Years

096|LOCAL|VTE Prevention in Secondary Care — 2 Years

NHS|MAND|The Oliver McGowan Mandatory Training on Learning Disability and Autism
Part 1 Elearning| - No Renewal

Hosts are responsible for providing colleagues-in-training with access to four specific
requirements:

NHS|CSTF|Safeguarding Children - Level 3 - 3 Years
NHS|CSTF|Safeguarding Adults - Level 3 - 3 Years

— these need to be locally assessed as to whether it is required for a specific rotation.

(N.B. Should these be awarded by a Trust the Colleague-in-training will be awarded Level 2 for the
same duration)

NHS|CSTF|Moving and Handling - Level 2 — 2 Years
NHS|CSTF|Resuscitation - Level 2 - Adult Basic Life Support - 1 Year

— these need local assessment due to specific equipment being used at the Trust
before they can be awarded.

To facilitate Moving and Handling and Resuscitation modules being transferrable Host
organisations are being asked to remove any Host specific elements from local modules
delivered. Host organisations will still want to cover these and therefore these Host
specific elements will be awarded by the following competencies with a validity period
matching that of the CSTF module:

096|LOCAL| XXX Resus Local Detail -1 Year|
096|LOCAL| XXX Practical Moving and Handling -2 Years|

Regarding Fire Safety this also has a local element dealing with:
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e Local evacuation techniques

e Firefighting equipment

To support this a Host specific competency will be awarded using the below naming
convention:

* 096|LOCAL| XXX Fire Safety Practical -2 Years|

The XXX is the naming convention should be replaced by the VPD for the appropriate
Host.

By utilising Host specific competencies for Fire Safety, Moving and Handling and
Resuscitation with validity periods matching the CSTF modules this will prevent the
colleague-in-training from repeating training if they rotate back to a Trust whilst it is
still valid. Hosts can run compliance reports from the 096 Lead Employer ESR
system using their Manager Self-Service access.

Exemptions can be made for e.g. a colleague-in-training who may be hosted by e.g. a
local authority dependent upon their placement requirements. Recommendations can
be made to add additional competencies for colleagues-in-training where these have
been agreed as having generic content.

Monitoring of compliance for these modules will be the responsibility of the Host

organisation and access to the 096 VPD via Manager Self-Service is provided for this
purpose.
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Appendix 2 - Escalation Process lllustration for Existing colleagues-in-

training

14.
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15. Appendix 3 Escalation Process lllustration for IMG colleagues-in-
training

Sensitivity: Unrestricted



Sensitivity: Unrestricted

HH 371 Ag uawaSeuEw [EWIO4 "E

» x x x x X
w x W w . N 1w uo SUIEE0| Joy WH Swaoyu) pue pala|dwod ANy 51 wWio43 y38y3 wea) Sujuiel)] MOIEpUBW T
x® ® ® ® ¥ » Jueldwod mou 51 33Ul 37 A11ou 01 wio43 Juel dweg s318|dwod uoiesiuesig 15oH T
£ |wendwoz-uvoy | ST | +20L/60/8T
Ho /
x " w " ~ u vy uo FuiEEo| Jog YH swaoyu) pue paia|dwoa ANy 51 woo4a j38y3 wea ] Suiuiel] MojEpUBW T
x n u u x » Jueldwor-uocu 135 51 33u1e13 §1 37 Suiyilou wioda £ a8els pada|dwol uonesiuesig 1soH T
dwozuoy | #T | #7208/ UL 60
Suiu ey 312 (dwod 01 B10J Ul IWIT PRIEID| Y ”“M"uE:J “:H mﬁ mmm____mmmu
: ST A § o
wendwos-uop | 21 | #Z0&fTL/sE
. . Ao S el dwod-uoy | TT | #20T/TT/ET
= weldwozuon (0T | LZETTTT
Ys1s AU J PRIEID|E 51 W13 310430 341d%2 01 2np FulU|ES] SYEUSPUN UEI S3U|E] ==
weldworuon | & | +Z0BITL/H0
wedwoz-uoy | g | #207/0T/82
weldwozuoy | £ | vZogfoT/1z
x x x x ” = 1w uo Su1SS0| 1oy YH SWaoyul pue pa3a|dwod ANy 51 W04 ¥38Y3 wesa ] Suluiel] AMOIEPUEW "9
= x ® ® ® - 37 41100 03 pagajdwod wioya 7 88815 5| ©
x ” " " ® = ul paidod uones|uesig 150H PUE BI0J UD PE1EI0|| B USS SEY
1EY3 2wl BuIlels a2UIE)) 03 |IEWS13133| SNSS ||M [ENDIAIPUI payIuap) A E2D| J2Yy30 1015 &
® - ® -~ w ¥ [V0J 5, 33UIEI] Ul PE1EID||E 20 01 3|3 10y SEUBIIE |16 | ENPIAIPU| pEIHIUSPI A (B30 J8YI0 10 7]5] "E JuEndwauo m— ¥
® " = " w A | BU3 yuim SsIEl] |18 OYs UDIIEINPT [EX P 40 10133110 2YI 03 SIE|EISS |18 UDIIESIUESID 150 7 ICLIGHUON D | EZ/+T
H0
x x x x - x 0] JOy YH SwWwJioyul pue pa3a|dwod Ay 51 wio4s §38y3 wea ) Suiuiel) MolEpUER £
x x x x x F JuE]|dWwo Mmou 5| 33ulE43 37 A1ou 01 wio43 Ju el dwog sa13|dwod uoies|uesig 150 T
x » x » x . 950 uo 33Ulel] Jo 33ue||dwod sy33Yy3 150y ‘T
weldwod-uop | 5§ | #20E/0T/L0
d fan/or
x x - x x x a11dx=a o3 2np SuluIEJl SYEUSPUN 01 33UIEL] & ““M”"u““H““” M HMMMHMM
T |weydworuoy | Z | #Z0E/60/9T
® w w w ~ u 1w uo 3u1S50| 1oy YH SwWaoyul pue paladwod AN} 51 wio4a Y33y wea] Suiuiel] AMolEpuBp "
w x ® x ¥ - 37 A4inou o3 pase|dwod waoqa T 25815 7 weldwozuon | T | #Fzoz/en/s0
x x ® x x ~ syEam { IXeU 3Y3 Ul 338|dwos 01 wayl Suiyse 38UIES] 03 panss] lEwa/lena] T
wendwosz-uoN | 0 | +Z0E/60/70
ueldwos-uop | T- | +Z0E/B0/9T
x x » x x x SuluE)l B EUSPUN O3 SFUIEL] o uendwaosuoy | z- | +ZOL/S0/6T
wendwod-uoy | £- | +Z0Z/20/TT
d WS
® : » : w A |dwoa o paainbas aue A3yl Suiuiell 3yl 1o pEWIOHU] 5] PUE UDIIEID] 15T S33USWLWIO3 33UIEL] O ueNdwe-usN | 7 | $Z0Z/80/50
__d| |2
- |der|F]5 |7 SFuruawiuoy
m =3 |g 2 - n
= 2 d ~ uoIYy adeis SNIEIS B WM
T |ESE|a I
= |pgao|o|d =
Zoe =1 3 .mr
= =

Sensitivity: Unrestricted



Sensitivity: Unrestricted

16. Appendix 4 —Details Required for Escalation eForms

Important Informatione s e

The Lead Employer need to be informed of each stage of the escalation process to
support host organisations when a colleague-in-training is due to rotate.

Form Details and LinkSe e

All forms require the following detail to be submitted:
e Colleague-in-training Name
e GMC Number
e Speciality
e Grade
e Host Organisation Name
o Number of outstanding competencies

Stage 1 eForm
Additional Details required:
¢ Was the colleague-in-training reminded to do their training at the first stage?
(Provide date)
e Has evidence of this been provided? (Provide detail from email sent)
¢ Was the colleague-in-training given allocated time to do their training at the first stage?
(Yes/No)

e Has evidence of time being allocated been provided? (Provide details from
rota / email)

Stage 2 eForm
Additional Details required:
e Has the colleague-in-training been escalated to the Director of Medical Education?
(Yes/No)
e Has evidence been provided? (Provide text from email)
e Was the colleague-in-training given allocate time to do their training
(Yes//No)
e Has evidence been provided? (Provide details from rota / email)

Stage 3 eForm
Details required:
e Confirmation that the colleague-in-training has not completed outstanding
training despite allocated time being given.

Mandatory Training Team eForm — for use when the colleague-in-training has
completed all outstanding training.
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e Confirmation of completion of all outstanding mandatory training statement
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16. Appendix 5

Example Letter / Email for Stage 1

Dear Colleague,

Please can we remind you of the Trust requirement to complete online mandatory training and
annual face to face training.

Core Skills

Please see below for your core skills module expiry dates. Please use training platform 096
ESR or eLearning for Health only for the below modules.

You must complete the below by the dates shown. Failure to do so may result in your non-
compliance being escalated to your Clinical Lead, Programme Director, or Head of School.

Please ensure you complete core skills modules below on platform 096 ESR or eLearning
for Health, certificates from other learning platforms will not be accepted and you will
remain non-compliant.

Module Expiry Date

All Core Skills modules are available on ESR (https://my.esr.nhs.uk/) and https://www.e-
Ifh.org.uk/

If you have any difficulty signing in or using the systems, please contact the ESR Helpdesk at
ESR.Helpdesk@sthk.nhs.uk

Should you have any issues with completing the above detailed modules before their expiry
please make us aware.

Kind Regards
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17. Appendix 6

Example Letter / Email for Stage 2
Dear Colleague

I have been asked to contact you by (Insert name of DME) as further to previous communication
dated (insert date) it has been noted that you are still noncompliant with the following modules:

(delete as appropriate)
* NHS|CSTF|Equality, Diversity and Human Rights - 3 Years
* NHS|CSTF|Fire Safety - 2 Years
* NHS|CSTF|Health, Safety and Welfare - 3 Years
* NHS|CSTF|Infection Prevention and Control - Level 2 - 1 Year
* NHS|CSTF]|Information Governance and Data Security - 1 Year
* NHS|CSTF|NHS Conflict Resolution (England) - 3 Years
* NHS|CSTF|Preventing Radicalisation - Prevent Awareness - 3 Years
* NHS|CSTF|Safeguarding Adults (Version 2) - Level 2 - 3 Years
* NHS|CSTF|Safeguarding Children (Version 2) - Level 2 - 3 Years
* 096|LOCAL|Blood Components — 2 Years
* 096|LOCAL|Consent (Blood Transfusion) — 2 Years
* 096|LOCAL|Essential Transfusion Practice — 2 Years
* 096|LOCAL|Safe Use of Insulin — 1 Year
* 096|LOCAL|Speak Up — Core Training for all Workers — No Renewal
* 096|LOCAL|Transfusion Reactions — 2 Years
* 096|LOCAL|VTE Prevention in Secondary Care — 2 Years
* NHS|MAND|The Oliver McGowan Mandatory Training on Learning Disability and
Autism Part 1 Elearning| - No Renewal

As part of your employment, you are required to fulfil the mandatory training required by Lead
Employer, and this is not currently being met. Both statutory and mandatory training are
indispensable in the NHS to protect colleague-in-training welfare and ensure that the highest
guality care is being provided to patients.

Time has been allocated for you on your rota (insert details) to enable you to complete these

modules and it is imperative that this is done during this time. Failure to complete will result in a
referral to Lead Employer HR for formal management should it be considered necessary.
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Should there be any reasons that will impact on your ability to complete the identified eLearning
please contact either myself or (insert name and email of identified person in Trust responsible
for managing Colleague-in-training/Resident Doctor mandatory training compliance).

Kind Regards
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