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EMPLOYMENT SERVICES FOR GPStRs
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NHS Postgraduate Education 
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SECTION 1


FORM OF AGREEMENT


The Agreement is made on: 		Insert Date


between the:	 
Postgraduate Education for KSS, GP Department  hosted by                                                              Brighton and Sussex University Hospitals NHS Trust
                                                                 (The Authority)


and	Insert name of lead employer
(the Lead Employer)


(To be completed by Lead Employer when circulating to individual Host Organisations)

and						Insert name of the host organisation
						(the Host Organisation)


Together referred to as [“the Parties”]



IT IS AGREED THAT

The Form of Agreement together with Section 2 & 3 and the attached Appendices (A to N) inclusive are documents which collectively form “the Agreement”.








SIGNED:
	
For: Insert name of the host organisation
	
For: Postgraduate Education for KSS

	
	

	Chief Executive or Authorised Officer
	GP Dean or Authorised Officer

	


	                     

	
Signature:_____________________________
	               
Signature: ____________________________

	
	

	


Full Name: ____________________________ 
	


Full Name: PROFESSOR ABDOL TAVABIE

	

	

	Title or position held on behalf of the Lead Employer:


	Title or position held on behalf of the Postgraduate Education for KSS:
DEAN OF POSTGRADUATE GP EDUCATION & DEPUTY DEAN DIRECTOR
for BRIGHTON AND SUSSEX UNIVERSITY HOSPITALS NHS TRUST (as host of the KSS)

	


	



	
Date: ________________________________
	
Date: ________________________________


	
	



	
For: Lead employer to insert name of host organisation

	

	Chief Executive or Authorised Officer	

	

	

Signature: __________________________ 	Full Name: _______________________________

	

	

	Title or position held on behalf of the 
Host Organisation:

____________________________________ Date: ___________________________________





SECTION 2

BACKGROUND

(a) This Agreement operationalises the Single Lead Employer process, as referred to in the KSS  Single Contract, LAB Strategy Specification by establishing the commissioning relationship and financial agreement by which the Lead Employer shall provide employment services to the KSS. This agreement also sets out the arrangements (including financial) between the KSS and the Lead Employer and the Host Organisation in relation to GPStRs employed by the Lead Employer and rotated to a Host Organisation. The Parties acknowledge that on occasions the Lead Employer is also the Host Organisation.

(b) This Agreement will be deemed to include any policies referred to and/or mutually agreed in writing as applicable between the Parties during the term of this Agreement.

(c) This document has been updated in the light of the pilot carried out in 2011/12 when ST1 GPStRs were employed by Lead Employers at the Acute Trusts in all KSS GP Programmes (except Epsom) and an exceptional pilot of employing GPST2s in East Kent was also carried out. Subsequently, in 2012-13, a second year pilot was carried out, when Lead Employers employed ST1 & ST2 GPStRs (plus ST3 GPStRs in East Kent as a further exceptional pilot).
For 2013-14 Lead Employers in all KSS Acute Trusts have agreed to carry out a third year pilot to employ GPStRs ST1s, ST2s & ST3s. Epsom GPStRs remain outside of this process.

This document has also been updated to reflect the new structure of NHS HEE and the KSS LETB who, from 1st April 2013, will manage the KSS Postgraduate Education (GP Department) formerly known as KSS Deanery. Therefore previous references to “KSS Deanery” have now been replaced with “KSS”.

(d)	1. Where the Lead Employer and/or the Host Organisation is/are not a Health Service Body for the purposes of section 9 of the NHS Act 2006, this Agreement shall not be treated as an NHS Contract and shall be legally enforceable.

2. Where all the Parties to this Agreement are Health Service Bodies for the purposes of section 9 of the NHS Act 2006, this Agreement shall be treated as an NHS Contract and it shall take effect as a service level agreement and shall not be legally enforceable. 

3. In the event that the Lead Employer and/ or the Host Organisation at any time during the term of this Agreement, for whatever reason and for the purposes of paragraph 2 above, is no longer defined as a Health Service Body then paragraph 1 above shall be automatically deemed to apply. 

OPERATIONALISING THE SINGLE EMPLOYER PROCESS AS DESCRIBED IN THE KSS KSS SINGLE CONTRACT/LAB STRATEGY SPECIFICATION

(a) In accordance with GP School section of the Single Contract/LAB Strategy Specification and this Agreement, the Lead Employer, through this Agreement will comply with the KSS’s Lead Employment arrangements for ST1, ST2 & ST3 GPStRs.  

(b) The Lead Employers in 2013/14 will employ the GPStRs in their ST3 year and the reimbursement of study leave for ST3 GPStRs will be administered direct from the KSS to ST3s and not via the Lead Employer. 

SECTION 3

TERMS AND CONDITIONS OF AGREEMENT

1. DEFINITION AND INTERPRETATION

In the Agreement, unless the context otherwise requires, the following words and expressions shall have the meanings respectively assigned to them:

· Authority means Brighton & Sussex University Hospitals NHS Trust
· 
· Contract Management Meetings means those meetings referred to at Clause 6.3.

· Equal Opportunities Requirements means the:
· Equal Pay Act 1970;
· Human Rights Act 1998;
· Maternity and Parental Leave Regulations 1999;
· Part Time Workers (Prevention of Less Favourable Treatment) Regulations 2000;
· Fixed Term Employees (Prevention of Less Favourable Treatment) Regulations 2002;  
· Equality Act 2010; and 
· and any other relevant, current or forthcoming legislation preventing unlawful discrimination in the provision of the Services and in the employment of Trainees for the purpose of providing the Services as well as the duty on public authorities to promote equality and diversity and to prohibit discrimination in employment practices and in the exercise of public functions, pursuant to which the Lead Employer has a positive duty to have due regard to the need to promote equality of opportunity and foster good relations between persons who share Relevant Protected Characteristics and persons who do not share these.

· Foundation Trust has the meaning given to it at section 30(1) of the NHS Act 2006

· GP Dean means the Dean of Postgraduate GP Education

· GP Trainers means those GPs approved by the KSS and listed with the GMC

· Health Service Body has the meaning given to it in section 9(4) of the NHS Act 2006 and Health Service Bodies shall be interpreted accordingly.

· Host Organisation means Insert Name; the organisation providing practice based learning experiences or environments for GPStRs on training programmes funded by the KSS. Also known as the training or placement provider or host/client organisation/Trust

· Host Services means those Services that are to be provided by the Host Organisation under this Agreement, as further described in Clause 5 and Appendix F

· KSS means the NHS Postgraduate Education for Kent, Surrey & Sussex  hosted by the Authority

· KSS Agent  means individual doctors employed by, or acting for or on behalf of or under the management of the KSS in connection with the delivery of postgraduate  education

· KSS  Single Contract & LAB Strategy Specification means the annual Contract between KSS  and Acute and Mental Health Trusts for Contracted Services managed through its Local Academic Board [LAB].

· Lead Employer means Insert Name Trust; the NHS Trust who employ the GPStRs.

· Lead Employer Services means those Services that are to be provided by the Lead Employer under this Agreement, as further described in Clause 4 and Appendix A.

· NHS Act 2006 means the National Health Service Act 2006 as amended from time to time.

· NHS Contract has the meaning given to it in section 9 of the NHS Act 2006.

· NHS Indemnity Arrangements means HSC 1999/015 and any and all subsequent guidance which sets out the arrangements whereby KSS Agents may have a source of indemnity for any Training Activity undertaken on behalf of, or under the management of, the KSS in the delivery of post graduate medical and dental education.  

· NHS Indemnity Arrangements for Clinical Negligence Claims means the NHS Indemnity Arrangements for Clinical Negligence Claims in the NHS - HSG94/48 and any and all subsequent guidance.

· NHS Trust means a NHS Trust falling under Chapter 3 of the NHS Act 2006.  

· Quality Standards means the service standards which will support the performance framework of this Agreement as set out in Appendix C.

· Relevant Protected Characteristic means age, disability, gender reassignment, pregnancy and maternity, race, religion or belief, sex and sexual orientation.  

· Responsible Person means an authorised representative of the Lead Employer and the Host organization referred to at Clause 6.5 (and detailed in the Appendices O & P).

· Trainee or GPStR means a General Practice Specialty Training Registrar. 

· Training Activity means any action(s) undertaken by KSS agents involved in postgraduate medical and dental education for or on behalf of, and under the management of, the KSS which includes the following non exhaustive list:	

· assessment supervision of trainees in GP placements;
· management of specialist training placements (including GP training placements);
· management of KSS teaching programmes;
· targeted training of individual GP specialty trainees; 

· Services means the Lead Employer Services and the Host Services.

2. DURATION OF THE AGREEMENT

2.1 The Agreement shall take effect from the commencement of the training year, 7 August 2013 until 5 August 2014.  If each Party to this Agreement is a Health Service Body and one of those Parties acquires Foundation Trust status within the duration of the Agreement or during any agreed extension to it, or otherwise ceases to be a Health Service Body the Parties agree that the Agreement shall become a legally binding contract on the exact date on which that Party acquires that changed status.

2.2 This Agreement may be extended beyond the term set out in Clause 2.1 only on the written prior agreement of all the Parties. 

2.3 Alternatively, the Agreement can be terminated as set out in Clause 11.


3. OBLIGATIONS OF THE KSS

3.1 The KSS shall fulfill the obligations outlined in Appendix E.

3.2 The KSS shall comply with the financial arrangements set out in Appendix B subject to full and proper compliance with the terms of this Agreement on the part of the Lead Employer and the Host Organisation.


4. OBLIGATIONS OF THE LEAD EMPLOYER

4.1 The Lead Employer shall provide to the KSS the Lead Employer Services outlined in Appendix A (Service Specification) and will otherwise comply with its obligations under this agreement. 

4.2 The Lead Employer will sign this agreement (including completing the contacts in Appendix O) and return it to the KSS by the end of July 2013. The Lead Employer will then send out the agreement (signed between the KSS and the Lead Employer) to host organisations (that will be providing a placement for a GP trainee) to sign up to this agreement. The Lead Employer will maintain a record of signed SLAs from the host organizations.

4.3 The Lead Employer will employ all ST1, ST2 and ST3 GPStRs appointed to the KSS’s GP specialty training programme. 

4.4 The Lead Employer shall, in providing the Lead Employer Services, comply with Equal Opportunities requirements, other employment legislation and Department of Health circulars and guidance relevant to the Lead Employer Services and including, but without limitation, those relating to medical and dental specialty training appointments 

4.5 The Lead Employer will comply with the Quality Standards set out in Appendix C.

4.6 The Lead Employer will nominate a named Trust Appointed Responsible Person to be point of contact for the KSS and attend Contract Management Meetings (confirmed in Appendix O).

4.7 Where the Lead Employer is also the Host Organisation it will provide both the Lead Employer Services and the Host Services and will comply with all clauses and terms of this Agreement relevant to the functions it is performing.

5. OBLIGATIONS OF THE HOST ORGANISATION 

5.1 The Host Organisation will complete the SLA (including detailing the host organization responsible person contacts in Appendix P) and return it to the Lead Employer within the required deadline.

5.2 The Host organisation provides the Host Services outlined in Appendix F. For any obligations detailed in this Clause 5, in respect of fitness to practise and absence reporting, (e.g. annual leave, sickness, and maternity, paternity, adoption (paternal/family) leave), the Host organisation will follow and comply with the Lead Employer processes. 

5.3 It will advise the Lead Employer and the KSS immediately when any GPStR resigns or leaves their post without prior agreement.

5.4 Ensure that the requirements of the ‘New Deal’ and the Working Time Regulations 1998 (WTR) applicable to GPStR working hours are satisfied in respect of each GPStR.

5.5 Assume responsibility for the day-to-day management of GPStRs whilst on rotational placements with the Host Organisation and will notify the Lead Employer of any employment changes such as resignations and any absences for whatever reason as soon as possible and in accordance with the Lead Employers processes and payroll deadline.

5.6 Address all grievances instigated by GPStRs whilst on rotation to the Host Organisation in accordance with the Lead Employer’s policy and use its best endeavours to ensure the timely resolution of all disputes.

5.7 Ensure the health, safety and well-being of GPStR s on a training placement with the Host Organisation.

5.8 Report to the Lead Employer each and every absence from training of a GPStR whether such absence is by reason of annual leave, sickness, accident or otherwise on a monthly basis (including zero reporting) according to the Trust timetable (usually the last working day of each month) and forward all associated documentation to the Lead Employer including completed Return to Work forms within 2 weeks of the absence. 

5.9 Report to the Lead Employer all extra duties worked by a GPStR within the Host Organisation on a monthly basis in accordance with the Lead Employers payroll deadlines.  

5.10 Investigate, address and immediately inform the Lead Employer and the GP Dean of any complaints including grievances whether brought by a GPStR or any other person arising out of or in connection with the rotation of any trainee. Where grievances remain unresolved and/or appear likely to result in the issue of legal proceedings, the Host Organisation will adhere to the agreed Protocol set out in Appendix G. The Parties accept that failure to comply with the Protocol will result in the defaulting Party accepting liability for all costs associated with all and any grievances, legal claims including the costs of seeking legal advice, defending all and any such claims and the payment of any and all sums awarded in compensation or damages. The Parties also accept that failure to adhere to the Protocol may have adverse consequences for the defaulting party’s status as a Host Organisation.

5.11 Investigate, resolve and pay all expenses and sums associated with all and any legal claims caused by and/or arising from any act or omission of the Host Organisation and/or failure arising out of or in connection with the performance of the trainee’s duties whilst based at the Host Organisation (subject to Clause 10).

5.12 Comply with the terms of the Agreement and the Schedules hereto and in particular (but without limitation) pay to or agree to the prior deduction by both the Lead Employer and the KSS of each and every sum required to be paid or deducted in accordance with the provision of this Agreement and/or the appendices hereto including the Protocol set out at Appendix G.

5.13 If the Host Organisation takes the view that additional screening, monitoring or immunisation programmes are required at the pre-employment stage beyond that provided by the Lead Employer, the Host Organisation will meet such costs and provide such additional programmes and screening and report on the outcome thereof to the Lead Employer.

5.14 Act in accordance with the banding appeal protocol.  

5.15 The situation may arise that the Lead Employer is also the Host Organisation. When this is the case, the Lead Employer will ensure that it abides by the relevant requirements of this Agreement. Should any conflict arise, the Lead Employer will notify the KSS without delay.

5.16 Inform the GP Dean and Lead Employer, in a timely way, of any concerns about the conduct/capability of  GPStRs 

5.17 Ensure that all clinical and educational supervisors undertake equality and diversity training either through the Trust or the KSS as appropriate, and behave accordingly.  (GP Trainers will undertake this via the KSS GP Trainer Selection process)

5.18 GP Trainers will authorise the GPStRs car mileage and appropriate travel claim, using documentation provided by the Lead Employer (whilst the GPStR is in the GP placement) and the GPStR will forward it to the Lead Employer for payment. (see KSS Guidance, Appendix L)

5.19 All Host organizations, including GP Trainers must ensure that they support the processes for revalidation for all GPStRs in accordance with national and KSS policy and comply with the Lead Employers fitness to practise data requests.

5.20 GP Trainers should ensure that the GPStRs have in place the appropriate medical indemnity insurance required for the GP placement.

5.21 GP Trainers must ensure that they complete the appropriate KSS Trainer/GPSR SLA, the Honorary Contract with the trainee, and the SEGPR1 form at the beginning of the GP placement. The GP Training Practice will claim the GP Trainers grant direct from the KSS at the end of four months (and for ST3 GPStRs the GP Trainer should claim after each four month period in the year e.g. three, four monthly claims over the year period – ensuring that claims are made within the appropriate financial year). For the avoidance of doubt, any payment by the KSS direct to the Host Organisation where the Host Organisation is a GP Practice will be made in accordance with the terms of the KSS Trainer/ GPSR SLA.

5.22 The Host Organisation (except General Practices) will be responsible for recruiting and employing any employees where service gaps occur and the Parties agree that the costs of doing so will not be reimbursable by the KSS nor approved as part of GP Specialty training.


6. AGREEMENT, REVIEW AND MANAGEMENT

6.1 The Parties or their successor bodies will formally review this Agreement in November of each year (or as the Parties otherwise agree to be appropriate) to ensure that it continues to reflect the way the Services are required to be delivered and monitored.

6.2 The Lead Employer and Host Organisation shall identify in Clause 6.5 a named senior manager (Director or equivalent) who is accountable for the delivery of services in this Agreement and both parties will assign an employee who will represent both the Lead Employer and Host Organisation on a day-to-day basis (contacts detailed in Appendices O & P as appropriate).

6.3 Contract Management Meetings will be normally be held at least twice a year on such dates as are agreed between the KSS and Lead Employer, to monitor compliance with the requirements of the Agreement, including but not limited to performance monitoring of the Services and agreeing any variations to the Appendices.

6.4 The contact point for liaison for the KSS regarding the agreement is the GP Dean via the Primary Care Business Manager. For day to day issues see the KSS KSS contacts sheet (see Appendix N).

6.5 The contact point for liaison for the Lead Employer is Insert Name. The contact point for liaison for the Host Organisation is Insert Name (These are listed in the Appendices O & P)

6.6 In the event that any named individuals in this document are replaced, their successor will assume responsibility for this Agreement and the Parties will notify the other two Parties of the identity of the successor and will amend the document accordingly.

7. FUNDING

7.1	In return for the full and proper delivery of the Services measured against the Quality Standards in Appendix C, the KSS will pay the Lead Employer the sums shown in Appendix B as agreed in each year of the Agreement (less any applicable deductions in accordance with the terms of this Agreement). 

7.2	For the avoidance of doubt, nothing in this Agreement requires the KSS to make payment direct to the Host Organisation, with the exception of the GP Trainer Grant which shall be made paid in accordance with paragraph 13 of Appendix F on receipt of a claim from the GP Training Practice.


8. GOVERNANCE AND ACCOUNTABILITY

8.1	Formal review of Lead Employer activity will be in accordance with the Quality Standards which support the performance framework (Appendix C). Review will also take place during the annual KSS  Annual Single Contract of the Trust, under the KSS  Single Contract and LAB Strategy Specification.

8.2	Formal review of Host Organisation activity will be in accordance with the Quality Standards which support the performance framework (Appendix C). Where the Host organization is a NHS Trust review will also take place via the contract review process of the KSS  Single Contract and LAB Strategy Specification and where the Host Organisation is a GP Training Practice reviews will take place via the Trainer Selection reaccreditation process.


9. AUDIT

9.1 The funding of both Lead Employer and Host Organisation activity will be subject to both the internal and external audit arrangements contained in the Lead Employer’s and in the Host Organisation’s Standing Orders/Financial Instructions.

9.2 The Lead Employer and/or the Host Organisation will action any agreed recommendations made by any internal or external audit reports, as appropriate.


10. RISK SHARING ARRANGEMENTS 

10.1 It is acknowledged by the Parties to this Agreement that Host Organisations (including the Lead Employer where it is also a Host Organisation) are required to maintain third party, public liability and other appropriate clinical risk insurance cover (to the standard set out in the "NHS indemnity Arrangements for Clinical Negligence Claims) in respect of GPStR s performing their clinical duties and training on the Host Organisation's premises. 

10.2 It is accepted by the Parties that the KSS will not be liable for any acts or omissions constituting clinical negligence by  GPStRs and nor will the Lead Employer will be liable for any such clinical negligence committed by  GPStRs except where the Lead Employer and the Host Organisation are the same Party.

10.3 The Host Organisation and the Lead Employer shall indemnify and keep indemnified in full the KSS and against any damages, costs,  liabilities, losses, claims or proceedings suffered by the KSS arising out of or in connection with the Agreement, to the extent that such damages, costs,  liabilities, losses, claims or proceedings shall be due directly or indirectly to any negligent act or omission, any breach of this Agreement or any breach of statutory duty by the Host Organisation or the Lead Employer (as appropriate).
   
10.4 Subject to Clause 10.3 above, in the event of any legal claims made by GPStRs, being brought or threatened to be brought against the Lead Employer, the Host Organisation and/or the KSS in relation to the Services, including but not limited to, those relating to the GPStR training with the KSS, the employment with the Lead Employer and/or to the rotation to the Host Organisation, the Parties will work together as appropriate to ensure that the legal claim or claims is/are considered, investigated and dealt with as expeditiously and fairly as possible and in accordance with the Protocol for the Handling of Employment Tribunal Claims as set out in Appendix G.

10.5 Where the protocol set out in Appendix G is strictly adhered to, KSS Agents will benefit from the NHS Indemnity Arrangements in relation to any Training Activity undertaken by them.  For the avoidance of doubt, the NHS Indemnity Arrangements will not apply in circumstances where KSS Agents act unlawfully.  Neither will it apply in circumstances where KSS Agents have not acted unlawfully but have failed to act in accordance with the policies of the KSS and/or the Department of Health.   

10.6 The KSS accepts that the NHS Indemnity Arrangements extend to GP Trainers employed and/or engaged by the Lead Employer and Host Organisations in connection with any relevant Training Activity. 


11. TERMINATION

11.1 The Agreement or the provisions of any part of the Services shall terminate, immediately on written notice notwithstanding a request for remediation, in any one of the following events:

11.1.1	If any Party commits a material breach of the Agreement:
(a) such that the other Party or Parties cannot reasonably be expected to continue to perform its or their obligations under the Agreement, and 

(b)  the breach is not capable of being remedied; or

(c)  has not been remedied to the satisfaction of the other Party or Parties within 6 months of a notice in writing to the Party or Parties in breach requesting its remedy.

(Examples of a material breach are (without limitation) a significant failure of the Lead Employer to deliver the Lead Employer Services set out in Appendix A, a failure of the Host Organisation to deliver the Host Services set out in Appendix F or a failure of the KSS to make payment for the Services as set out in Appendix B.)

11.1.2	by agreement with a 6 month notice period of termination. This notice period can be varied by agreement between the Parties in writing in accordance with this Agreement.

11.2 The Parties recognise that in the event of a major policy change, an earlier termination date may be mutually agreed.

11.3 If the Lead Employer and/or the Host Organisation is/are unable to deliver any significant parts of the Services under the Agreement, then that fact should be communicated to the KSS without delay and as a result of such inability to deliver, the KSS may at its sole discretion (acting reasonably) either reduce accordingly any payment due from the KSS under this Agreement or terminate this Agreement on 12 weeks' written notice.

11.4	Immediately on the Parties becoming aware that early termination will take place in accordance with clauses 11.1 or 11.2 [or 11.3], the Responsible Persons shall use all reasonable endeavours to minimise the negative effect on GP Trainees and shall agree the terms of any run-off period that may be required in respect of those GP Trainees and shall commence negotiations in good faith for the purpose of agreeing the funding payable during any such run-off period.

12. DISPUTE AND ARBITRATION

12.1 The Parties will attempt in good faith to resolve any dispute or claim arising out of, or relating to the Agreement promptly through negotiation between the Responsible Persons. If any dispute cannot be settled amicably through such negotiations, then it shall be referred to the Chief Executives of the Parties (or their nominees) for discussion and resolution.

12.2	The Dispute Resolution Procedure set out in clause 12.1 above shall be known as the (DRP). The performance of obligations under the Agreement shall not, save for the matter in dispute, cease or be delayed by the application of the DRP.

12.3	If the matter has not been resolved by the DRP within one month of the initiation of such procedure, the dispute shall be referred to a single arbiter to be agreed upon by the Parties or in default of the Agreement within 14 days to be nominated by the President for the time being of the Chartered Institute of Arbitrators in accordance with the Arbitration Act 1996.  The Arbitration shall take place in the South East and shall be in accordance with the Arbitration Act 1996 and in accordance with such arbitration rules as the Parties may agree or, in default of the Agreement, in accordance with the rules of the Court of International Arbitration which rules are deemed to be incorporated by reference into this Clause.

12.4	The decision of the arbitrator shall be final and binding on the Parties.


13. CONFIDENTIAL INFORMATION

13.1 All Parties shall at all times use their best endeavors to keep confidential, any information in relation to the business and affairs of the other Parties. No Party shall disclose any such information except with the prior written consent of the other Parties. A disclosure by a Party in accordance with an Act of Parliament or legislation made under it or in compliance with a Court Order shall not be an actionable breach of confidence.

13.2 The obligations of each Party shall continue without limit in point of time but shall cease to apply to any information that is put into the public domain otherwise than by a Party breaching its obligations.


14. DATA PROTECTION

In carrying out its obligations under the Agreement, each Party shall comply with all current data protection legislation, including the Data Protection Act 1998 (“the Act”). All parties accept that for the purposes of this Agreement, all are both a Data Controller and a Data Processor, as defined in the Act.


15. COMPLIANCE WITH LAW, HEALTH & SAFETY AND UNLAWFUL DISCRIMINATION

15.1 The Lead Employer and the Host Organisation shall take all reasonable steps to ensure that its workforce engaged in the delivery of the services in this Agreement do not unlawfully discriminate, bully, or harass GPStRs or other staff members and the Lead Employer and the Host Organisation confirms it has policies in place to prevent any such discrimination, bullying and/or harassment.

15.2 The Lead Employer and the Host Organisation shall at all times comply with all Equal Opportunities Requirements in the delivery of the Services and in all related activities.

15.3	The Lead Employer and the Host Organisation will ensure that their employment and other policies and procedures applicable to  GPStRs (as set out in Appendix D) are fit for purpose and will comply with both current and forthcoming NHS best practice and UK employment law. The Lead Employer will ensure that GPStRs’ contracts of employment comply and accord with the National Health Service Hospital Medical and Dental Staff and Doctors in Public Health Medicine and the Community Health Service (England and Wales) Terms and Conditions of Service or any forthcoming nationally agreed terms and conditions of employment for  GPStRs.
15.4	The Lead Employer and Host Organisation shall otherwise comply with all applicable law, statutes, statutory instruments, regulations and all guidance issued by the Department of Health, Monitor and/or any other Regulatory body relevant to the Services being delivered.


16.	GENERAL

16.1	The Parties hereby expressly agree that any person who is not a party to this Agreement shall have no right to enforce any term of this Agreement against any of the Parties pursuant to the Contracts (Rights of Third Parties) Act 1999.
[bookmark: _Ref285467217]
[bookmark: _Ref285467374]16.2	No failure, delay or indulgence on the part of any Party in exercising any power or right under this Agreement shall operate as a waiver of such power or right.

16.3	Any notice given under this Agreement must be given in writing and sent or delivered by hand, post, or email to the Responsible Person of the other Parties at the address set out at the beginning of this Agreement or to such email address as is notified by each Party to the other Parties (or any other address notified for this purpose by that Party) provided that any:

a) notice delivered by hand shall be deemed to have been given when deposited at the appropriate address;

b) notice sent by post shall be deemed to have been given forty eight (48) hours after a first class registered letter is posted to the appropriate address;  and

c) notice sent by email shall carry a marker which identifies when the email has been received and shall be deemed to have been given when electronic confirmation of receipt is indicated.

APPENDIX A

LEAD EMPLOYER SERVICE SPECIFICATION


1	PRE-EMPLOYMENT CHECKS & SALARY

1.1	Ensure that all required pre-employment checks are carried out including, but not limited to immigration status/right to work checks; enhanced criminal records background, and registration on the GP Medical Performers List held by the organisation responsible for the local Performer list (Area Office); independent safeguarding authority checks and also ensure that appropriate medical clearance is obtained in accordance with NHS Code of Practice.

1.2	Request via Inter Authority Transfer details of previous employment and when returned, establish the correct salary, taking into consideration pay protection issues and liaising with the KSS, as appropriate, to confirm any changes to salaries required and particularly seeking ratification from the KSS where there is a request to pay a salary of STR point 5 or above (see 6.4). All pay protection cases should be discussed with the KSS  in advance of any payment.

1.3	Provide the KSS with a report of the pay point for all GPStRs, in October each year, as per the KSS template guidance.

1.4	Notify and recharge Host Organisations (except GP Training Practices) the basic salary payable to the GPStR and obtain from the Host organisation the pay band supplement applicable to the trainee in the placement. 

1.5	Ensure that when a GPStR is in a GP placement that the salary is adjusted to receive the GP Registrar Supplement at the appropriate rate – currently at the date of this SLA – June 2013, 45% (Pay Circular June 2011 Section 4)



2	CONTRACT OF EMPLOYMENT

2.1	Ensure that each GPStR has a personnel file/employee record.

2.2	Send out new starter packs to GPStRs.

2.3	Ensure that relevant HR policies, procedures and guidelines are available to GPStRs on the Lead Employers website.

2.4	Enter employee details onto Electronic Staff Record.

2.5	Issue contracts of employment to new starters within 8 weeks of commencement in post.

2.6	The contract of employment should be based on the latest BMA approved template.

2.7	Deal with all enquiries from GPStRs about their contract and terms of employment with the Lead Employer.

2.8	Notify the KSS If any problems arise with any part of the employment process for new starters.	

2.9	Notify GPStRs of banding for posts prior to commencement of first placements.	

2.10	Ensure that GPStRs receive 8 weeks’ notice of their first rotation, subject to notification being received from the KSS


3	OCCUPATIONAL HEALTH

Ensure that GPStRs are able to access the provision of appropriate Occupational Health services for both immunisations and vaccinations and for regular health surveillance. In the event that GPStRs do not attend Occupational Health appointments, given adequate and reasonable notice, the KSS will be notified that the GPStR is unfit for work and appropriate action will be taken.


4	ROTATIONS

4.1	Following receipt of written instructions from the KSS and working with the GP Training Programme Directors issue rotation placement details to GPStRs; amend contracts as appropriate and complete payroll documentation.

4.2	Ensure that Host Organisations are sent GPStR rotations within the agreed timescale, in accordance with the Trust/GP Training Programme arrangement.


5	RESIGNATIONS

5.1	Accept and acknowledge individual GPStR resignations in writing

5.2	Liaise with Host Organisations with regards to the period of notice to be served for “early” resignations and inform the GP LEP/KSS Training Programme Director and the Head of GP School/GP Training Recruitment Manager of the resignations and the periods of notice to be served in terms of managing the programme.

5.3	When calculating final salary payments take into account any annual leave entitlement that a GPStR may have outstanding on termination.

5.4	Send copy of the resignation letter and acknowledgement to the Head of GP School/KSS GP Training Recruitment Manager and to the Host Organisation (where appropriate).

5.5	Send new starters and leavers information to the KSS via the agreed spreadsheet.

5.6	Any negotiations around early/ill-health retirement settlements must be discussed with the GP Dean in advance of any settlement being made. 


6	LIAISON WITH THE KSS GP DEPARTMENT

6.1	Liaise with and keep the KSS informed on a broad range of employment issues including rotation placements of GPStR s, utilising appropriate governance arrangements.

6.2	Provide guidance to the KSS on the Terms and conditions of employment for GPStRs.

6.3	Liaise with and keep the KSS informed through the GP LFG regarding the management of long-term absence due to ill health in accordance with the appropriate policy and using advice from the Occupational Health Service. This will enable the KSS to maintain records, manage and, if necessary, extend the training period accordingly to ensure the full and appropriate period of training has been undertaken.

6.4	Liaise with and keep the KSS informed on the assessment of GPStRs salaries when it is outside of the expected pay range (e.g. for ST1 STR Point 5 and above are outside of the expected pay range)


7	DATA MONITORING RETURNS

	Submit completed returns to the KSS in accordance with agreed deadlines.


8	TERMS AND CONDITIONS OF EMPLOYMENT
	
Handle all terms and conditions of service and contract enquiries in accordance with the relevant policies and schemes of delegation as outlined below.


9	CAR MILEAGE (OR APPROPRIATE TRAVEL) ALLOWANCE

Process claims made by GPStRs for appropriate travel during their GP placement (using the Lead Employer claim form signed off by the GP Trainer) and payments to be made in accordance with the Schedules  to Direction to Strategic Health Authorities 2003 (with 2011 amendments) and appropriate versions as they are updated (KSS guidance Appendix L) 


10	REMOVAL AND ASSOCIATED TRAVEL EXPENSES
            
This is not a Lead Employer responsibility – these expenses will be funded directly by the KSS in accordance with the London/KSS  policy. The Lead Employer should direct GPStRs to the KSS web site for further information about claiming these expenses.


11	MANAGEMENT OF ATTENDANCE

11.1	Ensure accurate monitoring, recording and management of all sickness absence for GPStR s in accordance with the relevant policy and scheme of delegation (Appendix D) and maintain the GPStRs records appropriately. For reporting purposes to KSS the Lead Employer should manage the collation of information from Host Organizations (see example template form Appendix J) and complete the KSS monitoring form (referred to in 11.4 below), and the Lead Employer Medical Staffing Dept should ensure that the LFG is provided with sickness absence information monthly to enable the LFG administrator to be able to update the INSITE database. (The LFG & KSS require this information to enable extensions to training to be planned where appropriate).

11.2	Continue to process and action rotation details for GPStR s whilst they are on sick leave.

11.3	Liaise with the GP Dean/Head of GP School regarding what action, if any, is to be taken in relation to GPStR s who have been on sick leave for 2 weeks or more (e.g. days taken as a 2 week (or more) block or days adding up to 2 weeks (or more) taken over a 12 month period of time). 

11.4	Provide the GP Dean/Head of GP School with a bi-monthly report of GPStRs who have been on sick leave or other extended leave, by name, specialty, duration of sickness and action taken (see Appendix K).


12	MATERNITY, PATERNITY AND ADOPTION (PARENTAL/FAMILY) LEAVE

12.1	Process requests for maternity, paternity and adoption leave (“family leave”) in accordance with the Lead Employers relevant policy and scheme of delegation (Appendix D). 

12.2	Notify the KSS and Host Organisation of a GPStR’s request to take family leave so that any impact on training and education may be considered. The GPStR should complete the KSS notification form which forms part of the KSS Parental Leave Guidance (a copy of the current 2012 document is attached at Appendix M – refer to the web site for updated copies).

12.3	Notify the KSS and Host Organisation of any changes to the GPStR’s date of return.

12.4	Continue to action rotation details for all GPStR s, who have taken family leave, liaising closely with the GP Programme Director.


13	LESS THAN FULL TIME WORKING AND TRAINING

13.1	Requests from a GPStR to work and train less than full time should be managed in accordance with the KSS policy and scheme of delegation (Appendix D KSS KSS).

13.2	Once an application has been approved by the KSS, the Lead Employer shall issue an amendment to the contract of employment to the GPStR.


14	HANDLING CONCERNS ABOUT THE CONDUCT, PERFORMANCE AND HEALTH OF GPStRs

14.1	Concerns about the conduct, performance and health of GPStRs must be handled in accordance with the relevant policy and scheme of delegation (Appendix D).

14.2	The GP Dean/Head of GP School must be involved in any decision to restrict the practice of a GPStR or to exclude a trainee from work or registration on the Medical Performers List.

14.3	The GP Dean/Head of GP School must be informed as soon as reasonably practicable of any concerns about the conduct/capability of GPStRs, raised or identified so that any impact on training and educational may be considered.


15	GRIEVANCE AND DISPUTES

15.1	All grievances and disputes must be handled in accordance with the Lead Employers relevant policy and scheme of delegation (Appendix D).

15.2	The GP Dean must be informed of all grievances and disputes so that any impact on education and training can be considered.



16	BULLYING AND HARASSMENT

16.1	All bullying and harassment complaints must be handled in accordance with the Lead Employers relevant policy and scheme of delegation (Appendix D).

16.2	The GP Dean/Head of GP School must be informed of any bullying and harassment complaints from or about a GPStR so that any impact on education and training can be considered. 


17	REQUESTS FOR SPECIALISED EQUIPMENT

Requests from GPStRs for specialised equipment must be handled in accordance with the KSS  guidance and scheme of delegation (Appendix D).


18	STUDY LEAVE

18.1	Receive and process  ST1 & ST2 GPStRs’ study leave claim forms ensuring that claims have been approved by the appropriate KSS authorised signatory (the local GP Programme Director/Clinical Tutor) ensuring that they comply with the KSS guidance on study leave  (the updated version for 2013 will be available on the KSS Website). 
The GPStRs hospital study leave funding will be paid to the Trusts via the Schedules, in the normal way. The monthly study leave allocation for GPStRs (ST1& ST2 only), when they are in a GP placement, will be paid by the KSS to the Lead Employer monthly together with the GPStRs pay.
From Aug 2012 it was agreed that all GPStRs in ST1,2 & 3 will receive the same annual allocation of study leave eg £528 (£44 per month) – the KSS will not reimburse claims made in excess of this annual allocation – see KSS study leave guidance for details on top slicing. The monthly study leave allocation remains unchanged for 2013.

18.2	Pay appropriate expenses in accordance with the annual allowance and the KSS study leave guidance. 

18.3	For ST3 GPStRs, the study leave claims will be processed and reimbursed directly to the GPStR by the KSS.


19	MEDICAL INDEMNITY INSURANCE FOR GP POST	
	
The KSS will directly fund/reimburse the GPStR the appropriate additional medical indemnity insurance required to cover the GP placements. Reimbursement will be paid in accordance with the KSS policy as listed in Appendix D.  No payments will be reimbursed via the Lead Employer.


20. 	ANNUAL LEAVE

20.1	Send out blank leave application forms for annual and other statutory leave to Host Organisations and GPStRs, as requested (Appendix I).

20.2	Maintain accurate records of annual leave changing placements and entitlements as necessary.


21	EMPLOYEE RELATIONS

21.1	Manage all formal and informal grievance and disciplinary issues in accordance with the agreed policies, schemes of delegation and timescales, ensuring that the GP Dean is kept informed at each stage.

21.2	Where employment or other legal claims are submitted, follow the Protocol for Handling Employment Tribunal and other Legal Claims as set out in Appendix G of this Agreement.


22.       REVALIDATION

The Dean Director of KSS  will be the Responsible Officer for all doctors in training in the KSS . The Lead Employer will comply with the national requirement and KSS policy and processes for collecting information and evidence for GPStRs revalidation from Host Organisations, annually or as required, and providing the KSS with Fitness to Practise reports within the required timescales 

APPENDIX B

FINANCIAL ARRANGEMENTS

1 GENERAL PAYMENT PRINCIPLES AND RECHARGES BETWEEN THE LEAD EMPLOYER AND THE HOST ORGANISATION

1.1 Costs properly and necessarily incurred by the Lead Employer pursuant to the obligations and delivery of services set out in this Agreement should be recharged to the KSS or Host Organisation as detailed in this Appendix.

1.2 The KSS shall not be liable for any additional costs outside of those agreed in this Appendix without prior written agreement between the Parties. Requests and proposals for additional funding by the Lead Employer resulting from any required change to service provision should be separately negotiated with the KSS.

1.3 Consideration will be given to the timing of recharges which will minimise any cash flow risk to the Lead Employer and to Host Organisations. It is the responsibility of the Lead Employer to negotiate locally with appropriate Host Organisations to set up payments on account based on estimates and manage invoiced charges to reduce this risk.

1.4 The Lead Employer will raise monthly invoices in arrears to the Host Organisations (not including GP Practices) as appropriate, reflecting the actual charges arising in that period (including pay, and study leave where appropriate). A supporting schedule should also be provided to identify charges for each named GPStR setting out individual elements of the recharge.

1.5 The KSS, via the GP Programme Director/MEM will advise the Lead Employer of rotations in accordance with the agreed timetable at least 12 weeks in advance of the rotation. The Lead Employer will then re-designate a GPStR to the correct Host Organisation and allocate the payroll costs accordingly. Lead Employer finance/payroll departments must liaise with the Lead Employer Service HR team to accurately identify costs and recharges.

1.6 In the event of a dispute over charges, the Lead Employer and the KSS will endeavour to ensure that any dispute is resolved locally, involving Directors of Finance if necessary. Only as a last resort should the disputes be referred to dispute resolution (see clause 12 of this Agreement).


2. 	KSS PAYMENTS & RECONCILIATIONS

2.1 The KSS will make a payment, monthly in advance, to the Lead Employer in respect of the anticipated monthly payroll and study leave costs that the Lead Employer will incur in relation to GPStRs who are in a General Practice placement.
 
A monthly reconciliation of actual costs incurred by the Lead Employer and the payments made on account by the KSS will be carried out by the Lead Employer and submitted to the KSS (by 15th of each month) for verification, after which any adjustments that have been approved by the KSS as a result of the verification process will be made in the following month. A supporting schedule should also be provided to by the Lead Employer to the KSS to identify charges for each named GPStR setting out individual elements of the recharge.  

The GPStRs hospital study leave will be paid to the Trusts via the Funding Schedules from the KSS, The study leave for GPStRs in GP placements will be paid to the Lead Employer monthly together with the GPStRs pay.

2.1.1 For ST3 GPStRs only gross pay costs will be paid in advance. No study leave payments will be paid to the Trusts for ST3 GPStRs as these will be reimbursed to the trainee direct from the KSS.
2.2 The GP Training Practice will claim the GP Trainer grant direct from the KSS for any GPStR that is employed by the Lead Employer and hosted by them. The Training Practice will be responsible for pay and employment issues in relation to this training grant.


3 PAYMENT FOR SERVICES PROVIDED UNDER THIS AGREEMENT

3.1 In consideration of taking on the role of the Lead Employer, the Lead Employer model will be funded by the MPET levy mandated by the Department of Health, for 2012 it has been agreed to fund this at a rate of £400 per ST1 GPStR. The KSS will pay this annual value in one lump sum.

3.2 GPStR numbers will be agreed between the Lead Employer and the KSS prior to the start of the training year. For 2013/14 training year, it has been agreed to use August 2011 ST1 intake numbers which are detailed below.

	Total Number of ST1  GPStR s as at 1/8/2011
	Rate per  GPStR
£
	Total Funding for 2013/14
£

	
  Insert Number   
	
£400
	
 £Insert Sum 



3.3 Actual GPStR numbers will be provided by the Lead Employer to the KSS every 6 months in line with SLA Contract Management meetings with the KSS. An adjustment will be made to future on account payments where changes to GPStR numbers are agreed with the KSS vary +/- 1% or more of the baseline figure. Material planned changes to GPStR numbers can also be submitted prospectively to be reflected in future payments.

LEAD EMPLOYER RECHARGES TO HOST ORGANISATIONS,
RECONCILIATIONS & PAYMENTS MADE BY THE KSS

	REF
	ACTIVITY
	RESPONSIBILITY 
	FREQUENCY

	GPSTs

	1


















2


	Pay costs
	Lead Employer to recharge Host Organisation’s (not including GP Practices) 
for pay costs in full (basic salary, banding/ or supplement, on costs) in accordance with rotation details provided by the KSS GP Programme Director

in the case of GP placements, the KSS will make monthly advance payments to the Lead Employer and the Lead Employer will send a monthly reconciliation report to the KSS
	Monthly invoice to Host Organisations (except GP Practices)






	
	Family Leave Pay









Sick Pay
	In order to reserve equity of treatment with the current system, family leave (maternity) pay will be charged to the Trust (Lead or Host) at which the trainee was based at the 11th week prior to expected date of delivery (EDD).

Similarly in the case of sick pay charges will be made to the appropriate host organization as appropriate.

Lead Employer to recharge Host Organisation’s (not including GP practices) actual costs as appropriate in line with employment legislation and NHS Terms and Conditions 
	Monthly invoice to Host Organisations (except GP Practices)

	Less Than Full Time GPStRs

	3
	Pay costs for less than full time GPStRs – reduced hours in a full time slot
	Similar to Pay details listed above, Lead Employer to recharge the Host Organisation  

or in the case of GP placements, the KSS will make monthly advance payments which will be reconciled against the monthly Lead Employers data 
	Monthly invoice to Host Organisation (except GP Practices)

	4
	Slot shares  (Paid less than full time salary)
	Follow the KSS  Less Than Full Time Training policy 
	Monthly payment as per policy


	Non Pay Costs – GPSTs and Less Than Full Time GPStRs

	5
	Study Leave 
	Lead Employer to pay approved study leave expenses direct to the  ST1/2 GPStR. 

KSS will make payments to Trusts for all GPStRs hospital post study leave via the Schedules. The KSS will pay Lead Employers monthly for GPStRs in a GP placement (refer to KSS Study Leave Policy, monthly allowance is top-sliced at £44 per month). GPStRs will receive a yearly allowance of £528.

The Lead Employer should transfer the funds to an appropriate account within the Trust structure where it can be easily identified by those responsible for managing the GPStRs study leave. 

ST3 GPStRs will claim study leave direct from the KSS.
	Lead Employer to recharge Host (Psychiatry Trust) monthly when GPStR in post, as appropriate

	6
	Additional medical indemnity insurance for GPStRs in GP Placements
	No recharges.
This will be paid direct by the KSS
	

	7
	Car Mileage allowance
	Lead employer to reimburse the GPStR the car mileage allowance when in a GP placement
	Reimbursed claimed from the KSS on the monthly financial reconciliation

	Other Costs

	9
	Disclosure and Barring application
	Lead Employer to bear the cost of one application
	One enhanced application per GPST for the duration of their training programme (subsequent CRBs required for GP placements are related to the MPL and paid by the organization responsible for the list (Area Office))

	10
	Immigration status/right to work 
	Lead Employer to bear the cost of one application for the duration of the GPStR training programme. KSS to  bear the cost of subsequent applications required during the GPStR training programme
	checks to be carried out as required by law

	11
	Occupational Health
	Lead Employer to bear the cost
	One check for the duration of the GPStR training programme (unless further assessments are required in relation to absence management or ill health)

	12
	Additional NHSLA Insurance Premiums
	Lead Employer to recharge Host Organisations
	Invoice Host Organisations (except GP Practices)

	13
	Employment Tribunal Costs
	Distribution or deduction of costs etc as per Appendix G of this Agreement
	Distribution or deduction of costs etc as per Appendix G of this Agreement

	
	
	
	




APPENDIX C
	QUALITY STANDARDS WHICH WILL SUPPORT THE PERFORMANCE FRAMEWORK

This appendix is intended to ensure that there are clear and measurable standards in place which demonstrate that the services set out in this Agreement are being delivered.

Where Quality Standards are not met the GP Dean will request a meeting with the Trust concerned. 

1	QUALITY STANDARDS TO BE ACHIEVED BY THE LEAD EMPLOYER
The standards set out below must be met by the Lead Employer. Standards will be monitored by the KSS through administrative processes and reviewed at the quarterly SEAT Meetings and through the annual KSS Centre Review Visit to the Trust. 

1.1 EMPLOYMENT
Processes and procedures in relation to employing GPStRs should be carried out in accordance with the Code of Practice (Provision of Information for Postgraduate Medical Training), NHS Employment practices, and include NHS Employment Checks Standards (www.nhsemployers.org): 
· Verification of identity checks
· Right to work checks
· Professional registration and qualification checks
· Employment history and reference checks
· Performers List inclusion (for commencement of GP placement)
· Criminal record checks; and 
· Occupational health checks

In addition, the Lead Employer must meet the following standards:

	REF
	ACTION
	STANDARD

	A
	Ensure that all trainees where pay protection and salary assessments above point 5, expected pay range are discussed and action to be ratified by the KSS

Provide the KSS with a report of the pay point and incremental date for GPStR1s’  in October each year 
	Prior to confirmation with trainee




October annually

	B

	Accept and acknowledge all GPStR resignations in writing and copy acknowledgement letter to the  GP Training Programme Director and Head of GP School and  GP Training Recruitment Manager
	Within 2 weeks of resignation

	C
	Provide the GP Dean with a bi-monthly schedule (in an agreed format) of GPStRs (by name and duration of sickness or other absence) of all GPStRs, including negative reporting (example form Appendix K).
	By 10th of each month:
October, December, February, April, June, and August 

	D
	The Lead Employer will comply with the national requirement for trainee revalidation and collect information and evidence from Host Organisations to be able to respond to fitness to practice data requests from the KSS. 
	November and April each year.

	E
	Provide the finance department with financial Reconciliation report of trainees’ actual costs by 15th of each month.
	By 15th of each month



1.2	ROTATIONS
	Information flows and timescales in relation to rotations are outlined in Appendix B. 

REPORTING
	A report demonstrating whether the standards have been met should be submitted to the KSS Primary Care Business Manager at least 2 weeks prior to Contract Management Meetings – See Appendix H.


APPENDIX D
POLICY SCHEDULE
POLICIES, PROCEDURES AND GUIDELINES FOR GPStRS
	
Ref.
	
Policy/Procedure/Guidelines
	
Policy Author

	(i)
	Management of Attendance
	Lead Employer

	(ii)
	Grievances and Disputes
	Lead Employer

	(iii)
	Removals and associated Travel Expenses
	KSS/London Deanery

	(iv)
	Maintaining High Professional Standards
	Lead Employer

	(v)
	Recruitment and Selection
	KSS  will recruit GPStR’s

	(vi)
	Bullying and Harassment
	Lead Employer

	(vii)
	Maternity/Paternity/Adoption (Parental Leave)

GPStR should complete the KSS  Maternity Notification form (available as part of the KSS  Parental Leave Guidance document on the web site)
	Lead Employer

KSS

	(viii)
	Disciplinary
	Lead Employer

	(ix)
	Substance Misuse
	Lead Employer

	(x)
	New starter information for GPStRs / Induction
	Lead Employer and Host Organisation for the Local Induction

	(xi)
	Car Mileage Expenses

	Lead Employer
KSS Guidance

	(xii)
	Banding Appeals Protocol
	Host Organisation

	(xiii)
	Whistleblowing
	Host Organisation 

	(xiv)
	Serious Untoward Incidents
	Host Organisation

	(xv)
	Equal Opportunities
	Host Organisation

	(xvi)
	Leave Guidelines
	Host Organisation

	(xvii)
	Ad Hoc Requests from GPStRs for Specialised Equipment
	KSS 

	(xviii)
	Study Leave
	KSS 

	(xviv)
	Less Than Full Time Training Policy
	KSS 

	(xv)
	Mandatory Training
	Host Organisation / Lead Employer

	(Xvi)
	Extensions to GP Training
	KSS 



Note: The above list is not exhaustive and is expected to change during the course of this Agreement, in accordance with changing legal and contractual requirements. All Lead Employer and Host Organisation policies should be ratified through their own Joint Local Negotiating Committee (JLNC).


APPENDIX E

OBLIGATIONS OF THE KSS

1 GOVERNANCE

Work with the Lead employer to agree the governance structure for these arrangements including provision for regular monitoring and review meetings between the KSS, Lead Employers and Host Organisations.

The KSS to develop, maintain and host the INSITE reporting system and provide  Lead Employers training, login access and password resets where appropriate in the reasonable opinion of the KSS,  to use INSITE for absence reporting purposes wherever practicable. 

To circulate Quality Standards reports for completion by Lead Employers and to monitor the absence and financial returns and feed into the Centre Review monitoring process.

2 POSTS/RECRUITMENT

2.1 Submission of vacancy numbers to the Department of Health for GP Specialty GPStR recruitment.
2.2 The KSS will recruit all GPStRs into the KSS GP Training Programmes. The KSS will inform the Lead Employer of the new ST1s to be employed by the Lead Employer by May and the GP PD/MEMs will notify the Human Resources Director/Medical Staffing of the rotations.
3 ROTATIONS

3.1 Submit rotation information to the Lead Employer within agreed timeframes prior to the specialty rotation taking place.

3.2 Respond to queries relating to rotation placements.

4 APPROVALS

4.1 Where appropriate, approve applications for unpaid leave and out of programme experience, training, research and career breaks as provided for by the Gold Guide.

4.2 Where appropriate, approve applications for less than full time training.

4.3 Where appropriate, approve inter and intra-KSS programme transfers (in and out of the KSS) and notify the Lead Employer within agreed timescales.

4.4 Notify ARCP outcomes to the Lead Employer – report available via intrepid database:

· ARCP Outcome 3 – additional training time required. Will be managed in accordance with the KSS policy and the Lead Employer will be copied into the communication. The GP Programme Director will liaise with the host organisation regarding the appropriate placements and inform the Lead Employer.

· ARCP Outcome 4 – release from the training programme. This outcome will be given to the GPStR where appropriate by an ARCP panel in person, and confirmed by the KSS in writing of their release from the training programme – a copy will be sent to the Lead Employer.

· Both above ARCP outcomes are subject to the nationally agreed appeal process.

4.5 The KSS will process and directly reimburse study leave claims for ST3 GPStRs according to the KSS study leave guide (for all ST3 GPStRs whom are part of the Single Employer process and, any GPStRs in a GP placement that are outside of the Single Employer process).

4.6 To facilitate and co-ordinate the trainee revalidation data collection process.

5 ADVICE AND NOTIFICATION

At such times and to the extent the KSS deems appropriate:

5.1 Provision of advice and information regarding a range of contractual changes to be processed by the Lead Employer (e.g. Out of Programme (C, E, R, T), acting up, CCT dates and NTN withdrawals).

5.2 Notification of issues emerging from the ARCP or College exams/reviews or other factors which in the reasonable opinion of the KSS will impact on predicted CCT dates including ARCP Outcome 3’s when a GPStR requires additional training time.

5.3 Provision of advice on the impact that long-term absence due to ill health has on education and training.

5.4 Provision of first line advice on education and training issues relating to incidents of potential discipline or grievance, as appropriate.

5.5 Provision of advice on pay protection issues, and salary payments on or above point 5 in advance.

5.6 Provision of other advice to the Lead Employer and/or Host Organisation in connection with the arrangements for training or education upon request.

5.7 Notification to the Lead Employer of any GPStR resignations, conduct or performance issues where the KSS is the first to be notified.

5.8 The KSS will organize medical indemnity insurance for GPStRs for each year in which they have a GP placement scheduled. The KSS will directly fund this based on the agreement with the Medical Defence organisation (in accordance with the KSS policy – available from August 2012).

NB: The advice detailed in Paragraph 5 above is given by the KSS for information only. It is the responsibility of the Lead Employer and Host Organisation to adopt any advice given if its officers decide at their sole discretion to pass this advice on. If the Lead Employer or Host Organisation does not agree with the advice given then it should not be passed on and the Lead Employer or Host Organisation should seek its own advice. The KSS shall not be held liable for any loss suffered by the Lead Employer or the Host Organisation in relation to any action taken or failure to act as a result of the KSS’s advice.

APPENDIX F

OBLIGATIONS OF HOST ORGANISATIONS

1 ANNUAL LEAVE

1.1 Receive and process annual leave forms from GPStRs.

1.2 Send acknowledgement to GPStRs when annual leave has been approved, following the local guidelines.

1.3 Record annual leave in the agreed format and send to the Lead Employer on a monthly basis, by the 3rd day of each month.

1.4 Deal with queries arising out of annual leave procedures within 5 working days.

2 ROTATIONS

2.1 Notify the Lead Employer of banding by supplying the banding assessment for the posts that GPStRs are rotating to in the Host Organisation at least 8 weeks before GPStR commences with Host Organisation.
2.2 Notify the Lead Employer if GPStRs fail to start in post within 24 hours of the expected commencement date.

2.3 Host Organisations are obliged to take any GPStRs who rotate to them.

3 RESIGNATIONS

3.1 Notify the Lead Employer of any annual leave that is outstanding when a GPStR resigns from their post within 5 working days of the GPStR resigning.

3.2 Notify the Lead Employer of any resignations received from GPStRs where the information has not come directly from the Lead Employer.

4 SICKNESS AND ABSENCE

For any obligations detailed below in respect of absence reporting, (e.g. sickness, and family), the Host organisation complete the appropriate form for the Lead Employer.

4.1 Notify the Lead Employer of sickness and other absences for all GPStRs as follows:

a) By completing a monthly return for the Lead Employers, including zero absences, according to the timetable set by the Acute Trust, usually the last working day of each month.

b) Send copies of self-certified/doctor’s-certified certificates to Lead Employer within 5 working days of receipt.

4.2 Complete return to work interviews for all GPStRs following any period of sickness absence. Complete return to work interview forms and forward a copy to the Lead Employer within 5 working days.

4.3 Manage and take appropriate action in dealing with GPStR absence relating to persistent short term, long term and patterns of absence. Liaise with the Lead Employer and with KSS and agree with both Parties appropriate courses of action. 

4.4 Support GPStRs in returning to work following periods of absence by fully participating in return to work programmes.

5 MATERNITY, PATERNITY, ADOPTION & FAMILY LEAVE (“FAMILY LEAVE”)

5.1 When a GPStR notifies either a Lead Employer or Host Organisation of maternity leave, that Party must notify either the Lead Employer or the Host Organisation, whichever the case may be. The Host Organisation must carry out a formal risk assessment within 10 working days of notification. The GPStR and Lead Employer must be notified of risk assessment outcomes within 5 working days of the assessment taking place.

5.2 For all other Family Leave, the Host Organisation is to:

a) Receive and acknowledge the relevant forms from the GPStR.

b) Confirm with the GPStR that leave has been approved by the Lead Employer.

c) Record the absence in the agreed format and send to the Lead Employer on a monthly basis, by the last working day of each month.

d) Deal with queries arising out of leave procedures within 5 working days.

e) GP Trainers should refer to the KSS Parental Leave Guidance and ensure that the Maternity Leave notification form and ARCP review processes are in hand, through discussion with the trainee (a copy of the current 2012 document is attached at Appendix M).

6 DISCIPLINARY, GRIEVANCES AND INVESTIGATIONS

6.1	Inform the Lead Employer and the GP Dean/Head of GP School within 1 working day (or as soon as reasonably practicable thereafter) of any concerns relating to the conduct and behaviour of GPStRs.

6.2	If requested by the Lead Employer and/or the GP Dean/Head of GP School, conduct or comply with investigations commissioned into alleged issues in line with the Lead Employer Disciplinary Policy (Appendix D and with the Protocol in Appendix G)

6.3	If requested by the Lead Employer and/or the GP Dean/Head of GP School, conduct disciplinary hearings in line with the Lead Employer Disciplinary Policy.

6.4	If requested by the Lead Employer and/or the GP Dean/Head of GP School, deal with grievances raised by GPStRs in line with the Lead Employer Grievance Policy (Appendix D)

7 PROVISION OF INFORMATION 

7.1 Provide the Lead Employer with contact information for key personnel at the Host Organisation and update the Lead Employer of any changes on a monthly basis.

7.2 Provide the Lead Employer with relevant information for GPStRs relating to departmental induction arrangements within 10 working days of the GPStR commencing employment.
7.3 Advise the Lead Employer within 28 working days of any inaccuracies in the financial charges received and advise of corrections that need to be made.

8 PAYROLL

9.1	Support the Lead Employer as necessary in investigating any pay banding or payment queries (refer to paragraph 2.1 of this appendix).

9.2	Banding appeals should be managed in accordance with Advanced Letter (MD) 8/2001 and NHS Employers “Junior doctor banding appeals – Good practice guidance for junior doctors and employers”.


9 INDUCTION/MANDATORY TRAINING

9.1	Complete the Host Organisation and local induction for all GPStRs on the first day of the rotation (the dates will need to be agreed in advance between the Lead Employer and the Host Organisation).
9.2	Ensure that GPStRs attend the Host Organisation’s mandatory training sessions.

10	RISK ASSESSMENT
Complete risk assessments and associated actions for GPStRs as circumstances require such as for expectant mothers and GPStRs returning from sick leave.


11 EMPLOYMENT COSTS

11.1 Host Organisation’s agree to contribute towards any employment costs relating to the appointment of GPStRs (see Appendix B schedule on recharges). 

12.    REVALIDATION

1.1 The Host organisation will comply with the national requirement, KSS  policy and comply with the Lead Employers fitness to practise data requests annually, or as required, within the required timescales, for the purpose of providing evidence towards a GPStRs revalidation.

1.2 The Host organisation will also need to share with the Lead Employer information regarding unresolved significant untoward investigations (SUIs) or unresolved complaints as part of this process.




13. 	GP TRAINERS GRANT

The GP Training Practice will submit a claim for the GP Trainers grant, using the KSS forms which are available on the web site for all GPStRs employed under the Single Employer process. Claims must sent direct to the KSS for payment and must be made no later than at the end of the training attachment (every four month) or in the case of an ST3 trainee, a claim should be submitted after each four month period e.g. three, four monthly claims over the year period – ensuring that claims are made within the appropriate financial year)

APPENDIX G

PROTOCOL FOR HANDLING OF EMPLOYMENT TRIBUNAL CLAIMS
The Parties (KSS , Lead Employer and the Host Organisation) agree to follow the protocol below whenever a GPStR’s grievance or grievances cannot easily be resolved through internal HR processes and/or when an employment tribunal or other claim is received, threatened or anticipated by all or any of the Parties issued by and/or relating to one or more GPStRs:
1. Each Party shall be required to co-operate with other Parties in relation to any claim/s. and jointly consider any claims/allegations made against it and following receipt of legal advice from the Deaneries solicitors determine how best to proceed in relation to the claims made against that Party.  This may involve the Parties agreeing a joint strategy for defending and/or resolving any claim/s.

2. As part of this consideration of how to proceed in relation to the claims/allegations, the KSS may decide that further exploration of the facts is necessary.  In these circumstances, the KSS will appoint a designated investigation manager to properly consider the allegations by conducting a full investigation and to assess how these have been handled previously. The investigation manager will report the findings of the investigation to an independent panel, with the membership of the panel agreed by all Parties on which the claim/s is/are being served.  All Parties agree to co-operate fully with such an investigation and respond in a timely manner to ensure the Employment Tribunal deadlines are met.

3. The Parties agree that where such proceedings include or consist of allegations of discrimination in relation to any Relevant Protected Characteristic, the investigation at 3 hereof is intended to demonstrate compliance with the obligations on public sector bodies to take steps to eliminate discrimination in accordance with the public sector equalities duty.  

4. Following any investigation as set out in paragraph 3 above and the subsequent determination by an independent panel set up by the KSS (referring to legal advice where necessary) of whether the claims and allegations or any of them are made out, the Parties agree to jointly review both the investigation report and the panel’s decision to decide whether to continue to defend the claims or instead work towards a settlement in the event that some or all of the complaints and/or allegations set out in the claim/s and/or associated grievances and disputes have any merit or are likely to be upheld. The KSS will co-ordinate and respond to any claim that is submitted and, following legal and, if necessary, Department of Health advice, advise the Parties as whether the NHS Indemnity Arrangements are likely to apply in relation to the claim/s.  

5. Without prejudice and subject to Clause 12 of the Agreement, in the event that any of the Parties agree a joint strategy for defending and/or resolving any claim/s the respective Parties shall endeavour to reach an agreement in relation to apportionment of liability and how any litigation costs will be met.  If any agreement cannot be reached, the Parties shall take independent legal advice to ensure that the claim/s is/are handled appropriately. 






APPENDIX H
SINGLE EMPLOYER ACUTE TRUST
FOR KSS GP STRS (ST1 & ST2 and ST3)

QUALITY STANDARDS REPORT FOR LEAD EMPLOYERS

Quality Standards which will support the Performance Framework as set out in the SLA

Appendix C sets out clear and measurable standards by which Lead Employers will demonstrate that the services set out in the Agreement are being delivered. 

Where Quality Standards are not met, a remedial action plan will be required. A performance framework supported by robust governance arrangements will be used to monitor performance against the Agreement.

The performance management arrangements will be organised at a strategic and operational level to ensure the appropriate involvement of all the relevant parties.

1	QUALITY STANDARDS TO BE ACHIEVED BY THE LEAD EMPLOYER

The next SEAT Pilot meeting will take place in October 2013. Please complete the Quality Standards Report (Appendix H1) and return it for the attention of Sandra Forster, Primary Care Business Manager, to Kitty Randunne (krandunne@gpkss.ac.uk) at least 10 working days before the contract management meeting or by 30 September 2013.

1.2 EMPLOYMENT

Processes and procedures in relation to employing GPStRs should be carried out in accordance with the Code of Practice (Provision of Information for Postgraduate Medical Training), NHS Employment practices, and include NHS Employment Checks Standards (www.nhsemployers.org): 
· Verification of identity checks
· Right to work checks
· Professional registration and qualification checks
· Employment history and reference checks
· Performers List inclusion (for commencement of GP placement)
· Criminal record checks; and 
· Occupational health checks
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SINGLE EMPLOYER ACUTE TRUST PILOT (APPENDIX H1)
QUALITY STANDARDS REPORT FOR LEAD EMPLOYERS TO COMPLETE
Please complete for the attention of Sandra Forster, Primary Care Business Manager, send to Kitty Randunne (krandunne@gpkss.ac.uk) at least 10 working days before the contract management meeting or by 30th September 2013.
	Single Employer Acute Trust:

	
	Date:
	

	Report completed by:
(Name)
	
	Position:
	


Please indicate how the Lead Employer has met the following standards:
	REF
	ACTION
	STANDARD
	LEAD EMPLOYER RESPONSE (for purposes  of the pilot please also indicate any difficulties or learning points)

	A
	Ensure that all trainees where pay protection and salary assessments above point 5, expected pay range are discussed and action ratified with the KSS

Provide the KSS with a report of the pay point and incremental date for GPStR1s’  in October each year 
	Prior to confirmation with trainee



October annually
	

	B

	Accept and acknowledge all GPStR resignations in writing and copy acknowledgement letter to the  GP Training Programme Director and Head of GP School and  GP Training Recruitment Manager
	Within 2 weeks of resignation
	

	C
	Provide the GP Dean with a bi-monthly schedule (in an agreed format) of GPStRs (by name and duration of sickness or other absence) of all GPStRs, including negative reporting (example form  Appendix K).
	By 10th of each month:
October, December, February, April, June, and August 
	

	D
	The Lead Employer will comply with the national requirement for trainee revalidation and collect information and evidence from Host Organisations to be able to respond to fitness to practice data requests from the KSS. 
	November and April each year.
	

	E
	Provide the finance department with financial Reconciliation report of trainees actual costs by 15th of each month.
	By 15th of each month
	

	F
	Enter into SLA with all GP training host organisations
	
	



	


APPENDIX I
EXAMPLE SPECIMEN ANNUAL LEAVE CARD									[image: ]

	AVE RAINING GRADES

	Name: 
	Post Title: 

	Leave Year:
	From: 
	To: 
	Days Entitlement 
	No of days 
carried over: 

	PLEASE NOTE THAT UNAUTHORISED FORMS
CANNOT BE ACCEPTED
	Total entitlement 
for this leave year:  

	 
	
	
	
	
	Co-ordinated?  Y / N
Name and bleep of doctor covering:
	Date:
	Date:

	
	
	
	
	
	Co-ordinated?  Y / N
Name and bleep of doctor covering:
	
	

	
	
	
	
	
	Co-ordinated?  Y / N
Name and bleep of doctor covering:
	
	

	
	
	
	
	
	Is leave co-ordinated?
(If yes, give details below. If no please complete locum booking form - HR9)
	
	




APPENDIX J
Insert Name of Trust		Tel: / Fax                                                         	Insert Trust Logo

Template that Lead Employers can adapt for Host Organisations to complete
STRICTLY CONFIDENTIAL: Absence Monitoring and Fitness to Practise Return Form for GP Specialty Training Registrars
To be completed by the Host Organisation* and returned to the Lead Employer Acute Trust. Please complete one form per GP trainee and return it at the end of each month to:  LEAD TRUST TO COMPLETE DETAILS
All absences must be recorded. A return for all GPStRs including any zero absence should be returned. Host Organisation should return this in accordance with the Single Employer Acute Trust SLA. The Lead Employer will collate this information for all GPStRs  for their own records and submit a report on the appropriate form to the KSS  quarterly.*The Host Organisations include all training placement hosts eg GP Training Practices, Mental Health Trusts, Hospices, etc.
	Trainee Name: 
	Host Organisation (Name): 
	Placement dates: 


Please complete the form below for every period of absence that occurs during the placement dates stated above.
	Date of absence 
(To and From)
	Total  working days
	Reason for absence
(sick, annual leave, compassionate, interview, course, exam, other)
	Any concerns? Yes or No
	Comments
(If answered “other” for reason of absence and/or “yes” for any concerns please specify.)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


OR   I confirm that during the placement dates stated above there have been no periods of absence                 (Tick if applicable)
Fitness to Practise:
I can also confirm that there are NO concerns (unresolved SUIs or complaints) about this trainee for the purposes of revalidation            (Tick if applicable)
If you do have concerns please contact: Name/contact details
Signed		Print Name	
Date		Job Title	
Please return completed form to; Name/contact details
APPENDIX K
FOR KSS GPStRs ST1 & ST2 (and ST3 in East Kent))
SICKNESS REPORTING TEMPLATE FROM THE LEAD EMPLOYER TO KSS 
To be returned to GP Training Recruitment Manager egonzalez@gpkss.ac.uk (bi-monthly)  as a password protected document 
To be submitted bi-monthly, eg by second week of October, December, February, April, June and August
or via KSS Single Lead Employer Sharepoint (details via Elena Gonzalez)
	Single Employer Acute Trust:

	
	Date:
	

	Report completed by:
(Name)
	
	Position:
	

	Reporting Period from:
	
	To:

	

	Name of Trainee
	GMC Number
	Sickness Period from:
	Sickness Period to:
(please indicate if still open)
	Total Number of days
	Has OH been involved?
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APPENDIX L
NHS POSTGRADUATE EDUCATION FOR KENT, SURREY & SUSSEX
GUIDANCE NOTES FOR THE GPStRs, BBT PILOT TRAINEES, GP TRAINERS AND SINGLE EMPLOYER ACUTE TRUSTS FOR CAR MILEAGE ALLOWANCE REIMBURSEMENT
Introduction:
Schedules to the Direction to Strategic Health Authorities concerning GP Registrars were amended and published on 31st July 2007) with 2011 Amendments (21 April 2011)
http://www.nhsemployers.org/pay-conditions/pay-conditions-469.cfm . 
The following describes the arrangements for Motor Vehicle Allowance and how GPStRs or BBT trainees in GP Practice placements can claim for the new Car Mileage Allowance from their employer. 

GPStRs & BBT Pilot Trainees employed under the Single Employer Acute Trust should use this guidance in conjunction with the Trust policy, forms and processes.

Finance Procedures for claiming the New Car Mileage Allowance
1. Record keeping
Trainees must keep a record of all business activities that require them to use their car. These records must be verified and signed by their GP Trainer and a copy must subsequently be kept in their files in their GP Training Practice for audit purposes. GP Trainers will verify the trainees claim, based on the details below. The trainees employer will reimburse the GP trainee. The employer will be reimbursed these expenses from the KSS  via the appropriate channel.

Claims
If the trainee is employed under the Single Lead Employer Acute Trust Process, GP Trainers will authorize the trainees Car Mileage claim (whilst they are in the GP placement) and forward it to the Lead Employer for payment. (The Lead Employer will be reimbursed via quarterly reconciliations)

If the trainee is employed by the Practice, the claim will be paid by the Practice to the trainee and the Practice will claim these sums from the PCT Shared Services Agency on a monthly basis as part of the usual claiming process.

2. Business Insurance Cover
Trainees will require business insurance motor vehicle insurance if they use their own vehicle in the course of their work, including the carriage of goods and passengers as part of this. Advice should be sought from the relevant Motor Vehicle Insurer if the trainee is not clear if their personal cover is adequate. 

3. Definition of GPStR’s Business activities
The KSS  definition of trainee’s business activities relating to the use of a motor vehicle includes all activities required by them to discharge their responsibilities as a doctor in training. These will include: visiting patients in their home, or other locations such as residential or nursing homes, travelling to out of hours provider organization centres, travelling to other Practices or clinics for educational purposes,  and travelling to the locations for KSS organised GP educational  courses , which will include the Training Programme (half) day release courses. 

(Trainees are still able to claim their course fees and travel by public transport for attending KSS approved courses from their individual study leave allowance. Trainees must be mindful of their claim applications which will be cross reference and audited regularly.)

4. Authorised User Form
An Authorised Vehicle User Application Form (from the Lead Employer) is required to be completed by the Trainee and authorised (countersigned) by his or her GP Trainer and kept on file in the Practice and by the Employer*.  A copy of an up to date insurance certificate and the completed form must be kept on the trainee file in the GP training Practice (*please note that : trainees employed under the Single Lead Employer Acute Trust process will be required to complete the Trust forms, these trainees should consult with their medical staffing department).

It is an audit requirement that an up to date car insurance certificate is held on file for each Trainee who submits travel claims, and is resubmitted each year as the insurance is renewed, or if there is a change of vehicle.

5. User Status
Set out below are the criteria used for the different types of car users together with the amounts paid.

a) Regular Car User
A trainee who:
1) Travels an average of more than 3,500 miles a year or

2) Travels an average of more than 1,250 miles a year and uses their car for business at least 3 days per week or

3) Travels an average of more than 1,000 miles a year and uses their car for business at least 4 days per week.

Regular User Rates

	Size of
Engine
	Annual Lump
Sum
	Up to 9,000 miles
	Over 9,000 miles per year

	501-1000cc
	£508.00
	29.7p per mile
	17.8p per mile

	1001 – 1500cc
	£626.00
	36.9p per mile
	20.1p per mile

	Over 1500cc
	£760.00
	44.0p per mile
	22.6p per mile



b) Standard Car User
A trainee who uses their car frequently but does not fulfil the criteria for regular user status, i.e. a trainee who does not consistently travel over 3,500 miles each tax year.  This is kept under review and will automatically change if 3,500 miles is exceeded.

Standard User Rates

	Size of Engine
	Up to 3,500 miles
	3,501-9,000 miles 
	Over 9,000 miles

	501-1000cc
	37.4p per mile
	23p per mile
	17.8p per mile

	1001 – 1500cc
	47.3p per mile
	28.2p per mile
	20.1p per mile

	Over 1500cc
	58.3p per mile
	33.5p per mile
	22.6p per mile



	
6. Home to Base Mileage
Trainees cannot claim for normal daily travel to and from work*.  However on the days that they undertake business activities as described in paragraph 3 above, such as a home visit or attendance at the local day release course, they can claim up to 20 miles (return journey) from home to practice.  This is in addition to the mileage they will claim for undertaking the home visit. An example would be a GPStR undertakes a home visit on a Thursday an incurs 15 miles of travel as a result. They also live 5 miles from the surgery – so they are entitled to claim 25 miles for that day.

7. Trainees who do not use a car for their GP placement
Whilst the majority of Trainees will have their own motor vehicle for use in the GP placement, if they do not have this, then they will have agreed to make appropriate alternate arrangements to cover the travel requirements to allow them to carry out their domiciliary duties, including the provision of emergency care as part of their duties in the post. If this is the case, those Trainees must write a letter to the KSS (in advance) clarifying the arrangements they have made, with a supporting letter from their GP Trainer confirming the acceptability of the arrangements, in order that appropriate reimbursement for travelling expenses can be instructed. Trainees should use the most economical form of transport (which may include walking or cycling) and public transport where applicable (Public Transport rate – 24p per mile). Use should not be made of private taxis, unless there is a compelling and unavoidable need, which is agreed beforehand by the GP Trainer and signed off by the KSS GP School. 

· Trainees who have specifically relocated their primary residence to be near their location of their first placement in order to take up a GP/BBT Training Programme, may be eligible to claim travel from their residence to subsequent training placement locations.


APPENDIX M 
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Guidance to KSS Deanery Schools, Trainees & Trusts on Trainees Requiring Maternity, Paternity or Adoption Leave during their Appointment to an Educationally Approved Training Programme in Kent, Surrey and Sussex Deanery
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	Dean’s Office
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Introduction

The aim of this document is to guide Educational Supervisors in supporting the training needs of the trainee at the various stages of the Parent Leave process. This guidance must be read in conjunction with the employers Parent or Maternity / Paternity / Adoption leave policy which details the process as it relates to employment policy.

The terms and conditions around leave are subject to regular changes, and the Educational Supervisor is advised to regularly consult the NHS Employers website or Medical Staffing for up to date information: 
http://www.nhsemployers.org/Pages/home.aspx 

In particular you may find it helpful to download the NHS junior doctor’s terms & conditions of service document and refer to the guidance on Maternity Leave & Pay.  You can do this via the following link: 
http://www.nhsemployers.org/PayAndContracts/JuniorDoctorsDentistsGPReg/Pages/DoctorsInTraining-JuniorDoctorsTermsAndConditions150908.aspx

As of the 3rd April 2011 the additional paternity leave policy was introduced. Eligible partners are now entitled to a period of additional paternity leave from 2 – 26 weeks. Please ensure that you are familiar with the full details of this policy via the following link to the Direct Gov website: 
http://www.direct.gov.uk/en/Parents/Moneyandworkentitlements/WorkAndFamilies/Paternityrightsintheworkplace/DG_190788

Generic Information

The following information is intended as a rough guide to the amount of time Educational Supervisors will need to plan for Parent Leave, for full and accurate details please ensure you read the local employer’s policy on Parent or Maternity / Paternity / Adoption Leave and pay:
· Maternity leave may begin any time from the 11th week before the expected date of childbirth and the date of the birth
· Maternity leave is compulsory for the first 2 weeks from the date of the birth 
· Maternity leave can last up to a maximum of 52 weeks broken down into 26 weeks ‘ordinary maternity leave’ and 26 weeks ‘additional maternity leave’
· Eligible partners are entitled to additional paternity leave if the mother returns to work prior to using their full 52 weeks maternity leave. The additional paternity leave can be taken when the child is between 20 weeks – 12 months old

Surrogate Parents

If you and your husband, wife or partner are having a child through surrogacy, you will not normally be eligible for Statutory Maternity or Adoption Leave. However you will be eligible for unpaid parental leave once you have got a parental order, subject to local arrangements for unpaid leave requests.

Before the Trainee commences Parent Leave 

Please check the employers relevant leave policy for details of when and who the Trainee needs to inform of their intention to take Parent Leave. 
In addition to the requirements of the employer’s relevant Leave policy it is essential that the trainee informs their Educational Supervisor and the Deanery Specialty Workforce/GP Team of the planned leave (for GP Trainees the Programme Director would also need to be informed). This is done by completing the Parent Leave Notification Form which can be found in the appendix of this document.

Annual Review of Competency Progression (ARCP)

To enable the Training Programme Director (TPD) to effectively support and plan for the Trainees return, it is essential to establish the trainee’s current progress through their Training Programme and the total amount of time in programme they have completed before the leave commences.  
ARCP is the formal process by which trainees are assessed for their level of training. As the ARCP’s only happen annually, trainees are likely to begin Parent Leave at a time that does not coincide with the ARCP process. Therefore the TPD must ensure that the trainee arranges and completes the following prior to their leave:

For specialty trainees (other than GP):
· An Interim Appraisal Review with their current Educational Supervisor discussing how long they will be away, which site (if different) trainee will return to, what competencies or assessments are completed and outstanding.
· To complete and sign a Structured Report with their Educational Supervisor a few days before their Parent Leave highlighting any remaining WBA’s and competencies to be completed.
· To complete Multisource Feedback (MSF) (if applicable for their trainee grade) and request a MSF Summary from their Educational Supervisor.
· Ensure ePortfolio is up to date for presentation at any ARCP that may occur during their leave
· Complete a Form R, complete with Revalidation declaration.

For GP Trainees:
a) An Interim Appraisal Review with their current Educational Supervisor discussing how long they intend to be away, the proposed site the trainee will return to, and what competencies or assessments are completed and outstanding. 
·        the ES must comment on whether the progression of the trainee has been satisfactory from the time of the last ARCP until they go on leave. In particular the completeness of appropriate curriculum coverage needs to be mentioned for hospital posts in ST1/2, (this is particularly important if less than the 4month hospital post has been completed) in order for the ARCP panel (and thus the RCGP) to recognise this as a valid contributor to the totality of the training. This comment would go in the free text at the end of the review and the trainee then needs to be given an 'out of post ' outcome.
b) To complete and sign a Structured Report with their Educational Supervisor a few days before their Parent Leave highlighting any remaining WBA's and competencies to be completed.
c) Ensure that their ePortfolio is up to date for any review that may need to occur during their leave
d) The trainee should complete an enhanced Form R, complete with Revalidation declaration.

As it can take up to 4 weeks for a CCT to be awarded, GP Trainees with less than four weeks training to complete can be signed off prior to their return to complete their final training time remaining, providing all assessments and the ePortfolio are complete, that they have taken less than 12 months leave in total and their ES is able to confirm satisfactory progress by completing their review no more than 8 weeks before the end of training. 

Whilst the trainee is on leave, they are considered to be outside of training and so should not complete assessments or update their ePortfolio with competences intended to count towards ARCP. Your status on your ePortfolio will therefore be recorded as Out of Programme in order to suspend your ePortfolio until your return.

Covering the post

The Trust will be left with a vacancy which they will need to consider filling with either a Locum Appointed for Training (LAT) or a Locum Appointed for Service (LAS). Please consult the KSS Deanery LAT Process document for full details of the process.
Trust Medical Staffing/HR departments must agree arrangements with the appropriate Specialty Workforce Team at the Deanery before proceeding with any locum appointments.
Where a GP trainee takes Parent Leave whilst in a GP placement these posts would not normally need to be filled, however the Trust may wish to consider filling any subsequent hospital posts that were planned for that individual that may be left vacant during the leave period. The Trust will normally work with the GP Programme Directors to determine the most appropriate way of doing this. 

Study Leave - Whilst the Trainee is on leave

Trainees should refer to the KSS Deanery Study Leave guidance for queries related to Study Leave whilst on Parent Leave. This is available on the KSS Deanery web site at www.kssdeanery.org/study-leave .

When the Trainee wishes to return

Please refer to the employer’s relevant leave policy for information on whom and when the trainee should contact to arrange their return.

In addition to the information given in the policy Trainees wishing to return from Parent Leave must inform the Deanery via the Deanery Specialty Workforce/GP Team of the date they wish to return with at least 8 weeks written notice.

GP Trainees who are in their final year of training and take up to 12 months leave would need to complete the remaining duration of their training period on their return, providing that the ES is assured that the competencies have been maintained. 

Where a GP trainee takes 12 months leave or longer the RCGP will require them to complete a minimum of 3 months training on return (even if the remainder of training period was less) in order for the ES to ensure that competencies have been maintained. 

Where a GP trainee returns to a GP placement they will need to ensure they have the appropriate Medical Indemnity Insurance and have registered on the Medical Performers List (this usually should be completed 6 weeks in advance of commencing the placement). The GP trainee should also complete the relevant FPGPR1/SEGPR1 form with the ES and return this to the Deanery.

Rotational Arrangements

A trainee has the right to return to work with no detriment to the terms and conditions they enjoyed before they started their leave and on no less favourable conditions unless:
· There is some reason which makes it impractical for the employer to take the trainee back in their old position, in which case the trainee will be offered alternative work on terms and conditions which are not less favourable than those contained in their original contract of employment.
· There is no suitable alternative position; in which case the trainee will be treated in accordance with their contractual and statutory rights.

Owing to the nature of most specialty programmes where trainees are placed into a rotation it is not possible for trainees to return to the same post that they left as another trainee will have rotated into the vacancy. The TPD will work with the trainee to identify a suitable training post for them to return to within the programme that will meet their training needs. When these arrangements are made whilst the trainee is on leave, the trainee must keep their employing Trust and Educational Supervisor up to date with any planned changes. Where the trainee does not maintain contact with the Deanery whilst on leave, suitable rotational arrangements will be made in their absence by the TPD and Specialty Workforce Team.

Due to the post and specialty make-up of GP training programmes, GP trainees should ensure that they record all learning and assessments in each specialty post as comprehensively as possible from the very start of the post in order that any shortened period of time in that post can be considered a valid part of their training by the ARCP panel and the RCGP. 

ARCP upon return

The trainee will be required to participate in the ARCP process as it occurs on their return. The panel will take into account any period of leave as a mitigating factor during which time the training time with respect to progress is suspended.

As before, it is likely that the ARCP won’t coincide with the trainees return to the training programme. Therefore the TPD must ensure that the trainee arranges and completes the following on their return:
· Arrange another Interim Appraisal Review with current or new Educational Supervisor (at their new site) (for GP Trainees this would be a meeting with the ES to discuss the return to practice plan)
· If the trainee is returning to a different site and an ARCP has not occurred during the trainee’s leave the new Educational Supervisor needs to ensure that an up to date structured report is completed in time for the next ARCP review. This should include the latest training they have received on return to work and ensure that any outstanding WBAs and competencies are highlighted.

LTFT
Trainees may request to return on reduced hours, known as Less Than Full Time (LTFT).   There are several options available and trainees should refer to the guidance on the KSS Deanery website relating to LTFT training http://kssdeanery.org/ltft-training .  Trainees will need to follow the Less Than Full Time Training process to secure eligibility confirmation firstly and then educational and funding approval.   Please note that this process can take a while to set up so trainees should be encouraged to consult with the LTFT training team at the earliest opportunity, approximately 4 months prior to their due date of return. Please refer to the KSS Deanery LTFT policy for further information, which can be downloaded from the website.

· Trainees who are already training LTFT will need to check whether their LTFT Training Approval is due to expire whilst on leave or soon after their return date.   They will need to contact the LTFT Training Team and request a LTFT Training Extension Application Pack.  We would recommend doing so 3-6 months prior to the return from leave date.

Transfer

If a trainee wishes to return to a different Deanery at the end of their Parent Leave, they will need to apply for an Inter-Deanery Transfer.  If a trainee wishes to return to a different Trust at the end of their Parent Leave they will need to make an application to their Head of School and Training Programme Director. 

Details of the Inter-Deanery Transfer process can be found on the KSS Deanery web site at http://kssdeanery.org/IDT.   

If successful in a transfer application, trainees are required to give 3 months’ notice before the end of their leave. If a trainee on Parent Leave does not provide this information, the employing Trust will be entitled to reclaim their occupational maternity pay minus any SMP they received. 

Calculating CCT date

The period that the trainee spends on Parent Leave will affect their expected CCT date and will extend this date by the period on leave. Time on Parent Leave does not count towards CCT.
If the Trainee decides not to return
If a trainee decides not to return from their Parent Leave, they are required to give 3 months notice to both the Employer (for employment purposes) and to the Deanery (to confirm resignation from the training programme)  before the end of their leave. 

If a trainee on Parent Leave does not provide this notice, the Trust will be entitled to reclaim their occupational maternity pay (OMP) minus any SMP they received. Equally, if the trainee is receiving OMP and decides to return for less than 3 months, the trainee may be asked to repay their OMP less the SMP received.

In cases where the Trust considers that to enforce this provision would cause undue hardship or distress, the Trust shall have discretion to waive the right to recovery of their pay.



KSS Deanery
Parent Leave Notification Form
For the purpose of requesting an extension to the planned Specialty training programme.
	Section 1: Personal details (to be completed by the Trainee)

	Name

	

	GMC Number

	

	Email address

	

	Telephone number

	

	Specialty

	

	Current year of training (e.g. CT1, ST4 etc.)
	
	
Current planned CCT date
	



	Section 2: Notification of Parent Leave (to be completed by the Trainee)
IMPORTANT: The Deanery requests that leave notifications are received by the 15th week of EDD

	
1. Please state the type of leave that is being planned (maternity / paternity or adoption leave)
	

	
2. I have discussed my Parent Leave with my Educational Supervisor

3. I confirm that I have discussed my Parent Leave with my employer and submitted a copy of my MATB1 form / equivalent adoption paperwork to my employer.

	Yes



	No




	
4. Proposed start and end dates of planned leave.

	Start Date
	End Date

	5. Month of your next planned ARCP (this may be whilst on leave)

	

	6. Date of your next Educational Supervisor review (you should arrange a review meeting to occur BEFORE going on leave).

	

	Section 3: Declaration (to be completed by the Trainee)

	I am notifying KSS Deanery of my Parent Leave and understand that:
A. I will need to liaise closely with my Training Programme Director so that my re-entry into the clinical programme can be facilitated and I will notify my KSS Deanery Specialty School in advance of my planned return to training.
B. I will ensure KSS Deanery are notified of any change of address or contact details that occur during my planned leave, and respond in a timely manner to all communication from the Deanery related to my training programme.
C. I understand that failure to maintain contact with the Deanery whilst on leave may result in the Deanery being unable communicate changes which may affect the placement to which my return is planned.
D. I am aware that should I wish to return to work earlier or later than the above planned date that the placement will depend on availability at that time and this may result in having to wait for a placement. I understand that I will need to liaise with my Training Programme Director and relevant KSS Deanery Specialty School.
E. All employers affected by my planned leave have been notified.
F. I understand that an ARCP may occur in my absence and I therefore will ensure an Educational Supervisor’s report is completed and my portfolio is up to date prior to commencing my planned leave.

	Trainee signature

	Date

	Training Programme Director Signature

	Date

	Please return this form by post to:
 for GP trainees, please return this form to:
GP Training Recruitment Manager,
KSS Deanery
7 Bermondsey Street,
London SE1 2DD

	

Or email a signed and scanned copy to the relevant Specialty School.

	Section 4: Data Protection Statement

	The information you provide on this form will be used by KSS Deanery for the purpose of facilitating your extension to the originally planned specialty training programme following your Parent Leave period. The information will be stored on your records within the Deanery and will not be shared with other organisations without your permission. We may discuss your planned leave with your employing Trust, Educational Supervisor or members of your Specialty School. Your data will be treated with sensitivity and confidentiality at all times. 




APPENDIX N

KSS CONTACTS
	
Name
	
Job Title
	
E-mail Address
	Telephone Number
0207 415

	Prof Abdol Tavabie


Kitty Randunne
	GP Dean (Dean of Postgraduate GP Education)

GP Deans PA
	atavabie@gpkss.ac.uk


krandunne@gpkss.ac.uk
	3673


3673

	Dr Hilary Diack
	Head of GP School

	imclean@gpkss.ac.uk
	3434

	Sandra Forster
	Primary Care Business Manager
	sforster@gpkss.ac.uk

Contact re: issues relating to this Agreement and study leave allowances
	3484

	Elena Gonzalez
	GP Training Recruitment Manager
	egonzalez@gpkss.ac.uk

Contact re: issues relating to individual GPStR, pay grade queries, maternity notification, sickness reporting  etc.
	3487

	
INFORMATION & IT (INTREPID DATABASE)

	Robin Garrett
	IT Manager

	rgarrett@kssdeanery.ac.uk
	3490

	Monika Wojtowiec
	Information Analyst Specialist
	mwojtowiec@kssdeanery.ac.uk

Contact re: issues relating to Intrepid reporting
	3489

	
FINANCE

	Chris Bird
	Chief Operational Officer

	cbird@kssdeanery.ac.uk
	

	Ramatu Dumbuya
	Finance Manager
	rdumbuya@kssdeanery.ac.uk

Contact re: issues relating to finance reconciliation
	3407




APPENDIX O

LEAD EMPLOYER CONTACTS 
(Lead Employers – please complete this section)
Please identify Trust Appointed Responsible Person, finance and HR contacts and any other relevant contacts

	Name
	Job Title
	E-mail Address
	Telephone Number

	Trust Appointed Responsible Person




	
	
	

	Finance contact:





	
	
	

	HR contact:





	
	
	

	





	
	
	

	





	
	
	





APPENDIX P

HOST ORGANISATION CONTACTS

Host Organisation please complete contact details for the person in your organisation responsible for liaison in relation to lead employment arrangements.
	
Host Organisation Name
	
Contact Name & Role
	
E-mail Address
Telephone Number
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