Recruitment and training policies and procedures

Staff recruitment and training

Recruitment

GPs are recruited via Locums Nest which is an agency specifically for locum GPs. A significant
number of the GPs who work improved access shifts are already known to the Federation. Any GP
who wants to work a shift is asked to download the Locum’s Nest app and apply for shifts though the

app.

GPs register, have to upload documentation and once approved by admin staff can apply for shifts
on an application on their phone.

GPs have to be added to our IT system (EMIS) and onto the National spine. Name is checked against
the GMC register and also photograph ID can be checked against smartcard photograph.

The following is a list of mandatory training required for GPs.
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GP
documentation.doc

Advanced Nurse Practitioners have also been employed via an agency. Nurse registration is also
checked on line with their NMC number and also smart card ID against photo ID of either driving
license or passport.

One Advanced Nurse Practitioner is employed by the Federation.

Site staff are recruited via the surgeries who host the clinics. We have an MoU with the clinics which
includes copies of Mandatory training expected as well as copies of DBS checks. The surgeries send
us a copy of the dates of training for our records.
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nurse and mandatory
phlebotomist requir requirements.docx

NICS use Bluestream Academy for online training. If any member of staff needs an update then this
can be done on the internet and a record is kept within NICS Bluestream account.

The list of requirements is a live document and are regularly reviewed.

Percentage as a whole is 95%. GPs are slower to update their training but with the Locums Nest app
they can’t apply for a shift unless training is completed and proof uploaded onto their profile on
Locums Nest.

Induction
Each hosting site has agreed via the MoU to support new staff with induction.
Induction includes:
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Computer system

Lab test requests

Sending referrals

Emergency equipment

Layout and emergency exit of the site.

Within their Terms and Conditions of employment, there are guides available as to how to
use the NICS EMIS system.

There is a disaster folder at each site if there were to be a computer breakdown with paper
copies of discharge summaries and consultation sheets. Policies are also available in the
folder for reference and are also available on the Nics website. www.nicsfed.co.uk.

EMIS support and Health Care Computing are available for IT issues.

Nics Service Manager and administrator are available between 8.15-18.30 Monday - Friday
and an administrator is available on Saturdays 8.30-12.

From 6.30pm — 9.00 pm Monday -Friday -George Roe (COO) or Claire Laing (Head of Quality
Assurance) are on call for support.

Where an issue with using the system or sending discharge summaries or referrals has been
found, NICS will arrange for an administrator to go out to the site and support the clinician
or receptionist.

At the beginning of the service for new nurses, Claire Laing who is also a registered nurse
went to sites to support the new ANP’s with orientation and IT support as they were new to
the North West Surrey area.

Laura Sutton (Service Manager) arranges regular site visits to train receptionists on the
system and keep them up to date.

Site visits have also been carried out by Dr Caroline Baker and Claire Laing, updating MoU’s
and to see if there is anything that can be done to help support site and improve the service.
(generic copy enclosed which includes training required by reception staff)
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Permanent Staff:

Have been recruited via North West Surrey Practices.

All staff have fixed term contracts or zero hours contracts. All staff have DBS checks and at
induction are also given a list of mandatory training required as below.
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