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Pre-Employment Checks Policy
“The PCT incorporates and support the human rights of the individual as set out in the European Convention on Human Rights and the Human Rights Act 1998”

To be read with:
· Criminal Records Bureau Disclosure Policy
· Conduct and Capability Policy
· Honorary Contracts Policy
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1.0 Introduction
1.1 This policy covers all staff (medical and non-medical) who are employed by or work at NHS Brent (The PCT). Employers must make it clear to prospective employees that appointment to any position is conditional on a satisfactory registration check and qualification checks and that any information disclosed on the application form will be checked.  
1.2 It is essential that all staff working in the NHS are trustworthy and reliable.  This policy brings together various elements of good practice relating to the mandatory pre-employment checks required, and adheres to NHS Employers and DoH guidance (HSC 2002/08).  Before the PCT appoints a person, whether as an employee, or in a non-paid capacity, mandatory pre-employment checks must be carried out before an unconditional offer can be made.
1.3 All mandatory checks must be completed before a new appointee can commence with the PCT.

1.4 Prospective employees must also be informed that any offer of employment may be withdrawn if they knowingly withhold information or provide false or misleading information, and that employment may be terminated should any subsequent information come to light once they have been appointed. Where a prospective employee has withheld information or provided false or misleading information the matter should be referred to the PCT’s Local Counter Fraud Specialist.
1.5 Additional information and guidance may be sought from the NHS Employment Check Standards - six PDF documents outlining the mandatory checks employers must carry out in the appointment, and ongoing employment, of all individuals in the NHS. These documents may be accessed on the internet using the following web address: http://www.nhsemployers.org/primary/primary-3524.cfm
2.0 Scope and Purpose
2.1 There is a need to prevent any person from working for the PCT without prior knowledge or approval.  All staff must undergo mandatory pre-employment checks prior to commencing employment with the PCT. 

2.2 It is important to ensure that staff who are not employed directly by the PCT and are hired by the PCT e.g. agency staff, honorary/seconded and locum appointments are subject to the same rigorous checks. It is the PCT’s responsibility to ensure these checks are undertaken or to take action to satisfy itself that other parties carry out the necessary checks, where it is appropriate for them to do so, for example external temporary agencies.

3.0 Discrimination

3.1 The PCT will select applicants on merit and will implement all pre-appointment checks in compliance with anti-discrimination legislation, including:

· Sex Discrimination Act 1975

· Disability Discrimination Act 1995

· Race Relations (Amendment) Act 2000

· Human Rights Act 1998

· Employment Equality (Sexual Orientation) Regulations 2003

· Employment Equality (Religion or Belief) Regulations 2003

· Health and safety legislation.

· The Employment Equality (Age) Regulations 2006
3.2 The PCT will ensure procedures are put in place to enable applicants with disabilities who are short-listed for interview, to indicate whether they have any specific requirements for the interview or selection process, or require any adjustments in connection with the position.

3.3 The PCT is committed to the disability ‘Two Ticks’ symbol requirements and will ensure that all candidates with a disability (as defined by the Disability Discrimination Act) who meet the minimum requirements of the post will be offered an interview. 

4.0 Data Protection Act
4.1 The PCT has implemented the pre-appointment checks in compliance with the Data Protection Act 1998, and with due regard for confidentiality. 
4.2 Information is only being obtained where it is essential to the recruitment decision. 

4.3 Checks are not made routinely on every applicant. Pre-appointment checks are only made after a provisional decision has been made on the successful applicant. 
4.4 When information is requested at an earlier stage (for example, at short-listing or interview), the PCT must be able to justify why this is required, for example to protect patients or staff. 
4.5 Pre-appointment checks must not be used as a tool for short-listing candidates. 
4.6 Information relating to an applicant’s criminal record, health or professional status will not be routinely sought from every applicant who applies for a position. Any relevant information declared should be explored with the applicant prior to final selection. It is for the recruiting manager to decide whether to offer an applicant a position based on a full and fair assessment of the applicant’s circumstances, the risks associated with the position and taking into account Human Resources advice. 
4.7 A criminal conviction should not automatically bar an applicant from an appointment. When selecting applicants, the recruiting manager must be aware of their legal responsibilities and any requirements stipulated by regulatory bodies. Human Resources will be able to provide advice to a recruiting manager if required.  Further information on the appointment of applicants with convictions is included in the Criminal Records Bureau Disclosure Policy.

5.0 Mandatory Pre-Employment Checks
5.1 Verification of identity 

It is essential that the identity of a prospective employee is reliably verified before he/she is appointed. Applicants need to provide either of these two combinations of documents at the interview. 
· Two forms of photographic personal identification and one document confirming their address

OR

· One form of photographic personal identification and two documents confirming their address

5.1.1 Acceptable photographic personal identification:

· Valid passport – any nationality (passports of non-EU nationals must contain UK stamps, a visa or a UK residence permit showing  the immigration status of the holder in the UK)

· Current UK photo-card driving licence 

· A national ID card and/or other valid documentation relating to immigration status and permission to work

If the applicant is unable to provide a form of photographic identification, the following documents can be accepted as proof of personal identification:

· Full UK birth certificate – issued within 6 weeks of birth

· Current full driving licence (paper version)

· Residence permit issued by the Home Office to EU Nationals on inspection of own-country passport

· Adoption certificate

· Marriage/civil partnership certificate

· Divorce or annulment papers

· Police registration document

· Certificate of employment in HM Forces

· Current benefit book or card; or original notification letter from Department of Work and Pensions (DWP), confirming the legal right to benefit

· Most recent tax notification from HM Revenue and Customs

· Current firearms certificate

· Application Registration Card (ARC) issued to people seeking asylum in the UK (or previously issued standard acknowledgement letters, SAL1 or SAL2 forms)

· GV3 form issued to people who want to travel in the UK without valid travel documents

· Home Office letter IS KOS EX or KOS EX2

· Building industry sub-contractor’s certificate, issued by HM Revenue and Customs

5.1.2 Acceptable documents confirming the applicant’s address:

· Utility bill (electricity, gas, water, telephone)
· Bank/building society statement

· Addressed payslip

· Credit card statement

These documents should be less than 3 months old.

All documents provided must be originals, or copies of originals certified by a solicitor. The applicant should be asked to provide a signature at interview, so that this can be checked against the relevant documentation.

Human Resources will make a further check of identity when the individual starts work to verify that he/she is the same individual who was appointed.

5.2 Work permits and staff recruited from abroad

Overseas nationals who wish to work in the UK must obtain a work permit. A work permit relates to a specific person and a specific role. Work permits also allow overseas nationals to come to the UK for training or work experience. An employee cannot transfer a work permit to a different job or to work for a different employer and the PCT must apply for a new permit. It is the responsibility of the PCT to apply and pay for the work permit. The PCT will apply for a work permit once both satisfactory references have been received. 

5.2.1 Certain applicants do not require a work permit:

· Nationals from EEA countries and Switzerland can enter and work in the UK without any restrictions

· Immediate family members, i.e. spouse of an EEA or Swiss national, are also able to work freely in the UK while their adult EEA family member is legally residing and working here.

· Citizens of Gibraltar

· Commonwealth citizens with permission to stay in the UK on the basis of UK ancestry.

· Nationals from the A8 and A2 countries, which joined the EU and became part of the EEA on 1 May 2004 and 1 January 2007 respectively, are also free to come to the UK and seek work. (A8 and A2 countries are Czech Republic, Lithuania, Estonia, Poland, Hungary, Slovakia, Latvia, Slovenia, Bulgaria and Rumania)

Work permits are not normally issued to recruitment agencies, employment agencies or other similar businesses.

It is the employee’s responsibility to apply for and pay for his/her leave to remain, once the work permit is obtained.

N.B. Home Office rules on work permits are subject to change at relatively short notice.  This policy reflects current statutory requirements, but changes to them will override the provisions of this policy and be implemented immediately.

5.3 Entitlement to work in the UK

The PCT has a legal obligation to assess the eligibility of applicants to work and reside in the UK, by verifying specified documents listed below.

The Human Resources directorate is responsible for checking that an employee has an entitlement to work in the UK.  Checks are made in accordance with Home Office requirements and good practice advice (e.g. NHS Employers). 

To confirm that an applicant has the legal right to work in the UK, the Human Resources department will request to see the document/s specified in one of the points from either List A or List B. No other documents or combinations of documents are acceptable.

No individual will be allowed to start paid employment with the PCT until it has been confirmed that he/she is entitled to work in the UK.

Every effort should be made to obtain references from overseas employers or training providers.  Always ensure that you independently confirm the details of the candidate’s employer and check reference details in the same way as you would check local references.  It is up to the employer to determine the level of checks suitable for the position.

Where an applicant has not been able to provide sufficient documentary evidence of their time spent abroad, the PCT will need to consider what additional assurances may be gained at the interview or through evidence of other relevant training and experience in the UK.

5.3.1 List A documents
· A Biometric Immigration Document issued by the BIA to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom or has no time limit on their stay in the UK.

· A passport or other travel document endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the United Kingdom, has the right of abode in the UK or has no time limit on their stay in the UK.

· An Immigration Status Document issued by the Home Office or the BIA to the holder with an endorsement indicating that the person named in it is allowed to stay indefinitely in the United Kingdom or has no time limit on their stay in the UK, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

· A full birth certificate or adoption certificate issued in the UK which includes the name(s) of at least one of the holder’s parents or adoptive parents when produced in combination with an official document, issued by a Government agency or a previous employer, giving the person’s permanent National Insurance Number and their name.

· A birth certificate or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland when produced in combination with an official document, issued by a Government agency or a previous employer, giving the person’s permanent National Insurance Number and their name.

· A certificate of registration or naturalisation as a British citizen when produced in combination with an official document, issued by a Government agency or a previous employer, giving the person’s permanent National Insurance Number and their name.

· A letter issued to the holder by the Home Office or the BIA indicating that the person named in it is allowed to stay indefinitely in the UK when produced in combination with an official document, issued by a Government agency or a previous employer, giving the person’s permanent National Insurance Number and their name.

5.3.2 List B documents (Only to be used, if the applicant can not provide documents from List A)

· A passport or travel document which shows that the holder is allowed to stay in the UK and is allowed to do the type of work in question, provided that it does not require the issue of a work permit.

· A Biometric Immigration Document issued by the BIA to the holder which indicates that the person named in it can stay in the UK and is allowed to do the work in question.

· A work permit or other approval to take employment issued by the Home Office or the BIA when produced in combination with either a passport or another travel document endorsed to show the holder is allowed to stay in the UK and is allowed to do the work in question, or a letter issued by the Home Office or the BIA to the holder or the employer or prospective employer confirming the same.

· An Application Registration Card issued by the Home Office or the BIA stating that the holder is permitted to take employment, when produced in combination with evidence of verification by the BIA Employer Checking Service.

· An Immigration Status Document issued to the holder by the Home Office or the BIA with an endorsement indicating that the person named in it can stay in the UK and is allowed to do the type of work in question when produced in combination with an official document, issued by a Government agency or a previous employer, giving the person’s permanent National Insurance Number and their name.

· A letter issued to the holder or the employer by the Home Office or the BIA, indicating that the person named in it can stay in the UK and is allowed to do the work in question when produced in combination with an official document, issued by a Government agency or a previous employer, giving the person’s permanent National Insurance Number and their name.

5.4 Qualifications
Managers must list qualifications relevant to the position as ‘essential requirements’ on the person specification for the post.  The applicant’s qualifications must be verified by the recruiting manager, either by inspection of the original documents or, if these are not available, directly with the awarding body. 

Applicants are required to bring their original qualifications to the interview to be copied by the recruiting manager. A copy of the qualifications will be retained on the personnel file.

If the applicant has gained his/her qualification outside the UK, the Human Resources Directorate will check if this qualification exists and is equivalent to the stated UK qualification.

It is not normally necessary to verify the qualifications of a health professional where a check has been made with the regulatory body.

5.5 Professional Registration

The majority of health professionals (e.g. doctors, nurses, midwives, therapists, etc) are required to be registered with a regulatory body to enable them to practice legally in the UK.  The recruiting manager is responsible for verifying the registration of the applicant at the interview and should make a copy of the documentary evidence.
Other groups of staff may also be required to be members of professional bodies (e.g. Human Resources professionals, qualified accountants).  Where membership of another professional body is a requirement of the post this will be checked, in accordance with these arrangements, during recruitment.

Every applicant will also be required to confirm in writing whether they are, or have ever been subject to action against them by a regulatory body.

When an employee starts work he/she is also required to produce evidence of their registration on their first day of employment. Human Resources will also confirm the registration with the appropriate body and whether any special conditions apply. 

A printed copy of the registration confirmation will be retained on the personnel file. If registration cannot be confirmed the individual will not be allowed to start work. 

The regulatory body will specify whether:

· The applicant is appropriately registered

· The registration covers the proposed role

· The registration is subject to any current restrictions

· The applicant is the subject of any fitness to practise investigations which the regulatory body has a duty to disclose.

Not every regulatory body chooses to disclose fitness to practise proceedings openly or online. Some do not make changes to the registrant’s details until proceedings are complete and the individual is found guilty of misconduct.

It is not always sufficient to consult the regulatory body’s website to confirm fitness to practise information. In some cases it will be necessary to telephone or write to the regulatory body.

Arrangements for confirming registration with the main regulatory bodies are included in Appendix 1.

In accordance with the Healthcare Professionals Alert Notices Directions 2006, the Human Resources Department will check its alert notice files prior to recruiting an individual. An alert notice is a way of notifying NHS bodies, or other organisations providing services to NHS bodies, about registered health professionals whose performance or conduct could pose a significant risk of harm to patients, staff or the public. If an individual is subject to an alert notice then employers must check whether they are suitable to be employed into the position being offered. 
5.6 References
The purpose of references is to check facts such as the applicant’s qualifications, employment dates and employment record.  Recruiting managers should treat subjective opinion regarding competence or performance with caution. References should always be obtained in writing by Human Resources, although it may be necessary to telephone referees to clarify information.

Referees are asked to comment on work and professional competence and personal qualities, although comments on ‘personal qualities’ can be highly subjective if there are gaps in employment. Any gaps in employment should be explored carefully with the applicant at interview.
If an applicant is currently (or was recently) employed, references should be obtained from the two most recent employers. If an applicant has worked only as a volunteer, references should be obtained from a person in a position of responsibility relative to the applicant, for example a person with management responsibility.

Where the applicant has been self-employed, evidence should be obtained (for example from HM Revenue & Customs, bankers, accountants, solicitors, client references etc) to confirm that the individuals business was properly conducted and the applicants involvement in the business was terminated satisfactorily.

References for health professionals should be obtained from the applicant’s clinical line manager. Where this is not possible, employers should make an informed judgement and seek references from the most suitable person available, for example supervising consultant/educational, clinical director.

Referees should be nominated from the current or most recent employer and not work colleague or friend.  In circumstances where this is not possible (e.g. organisation no longer exists) the applicant should agree appropriate alternative referees with Human Resources and the recruiting manager.

In the case of applicants who are interviewed and their referee is on the panel it is good practice to obtain three references.
A conditional offer of employment can be made when a minimum of two verbal references have been confirmed as satisfactory by the recruiting manager.  One reference must be from their current or most recent manager. Verbal references must be confirmed in writing by the referee.

An unconditional offer can only be made when two written references have been received and all mandatory checks have been confirmed. 

5.6.1
Other types of References
Depending on the individual’s circumstances, other types of reference may also be required if:

· they have been overseas for a single spell of three months or more, or cumulative total of six months or more within the last two years, then every effort should be made to obtain a relevant reference from overseas. (see below).

· they have been in full-time education in the last three years, then a reference should be obtained from the relevant academic institution.

· They have served in the Armed Forces or Civil Service during the previous three years, then the employer’s references should be obtained from the relevant service or department.
5.6.2
Executive and other senior appointments
Employers must pay special attention to confirming appropriate employer references for these positions.  It is up to the employer to determine the most appropriate referees for the position they are offering and the level of checks required.  This may include using an external agency to investigate the prospective employee’s previous employment history and their reasons for leaving previous posts.

It is a matter of good governance that a financial security check should be made on any person who has a role handling money that goes in and out of the organisation, as well as the Finance Director and Chief Executive.  Checking employer references for Chief Executives and clarifying their reasons for leaving should be the responsibility of the chair and (in the case of non-foundation trusts) should often be discussed with the Strategic Health Authority (SHA).
5.7 Criminal Record Bureau (CRB) 

The PCT policy on CRB checks is set out in the CRB Disclosure Policy.  Recruiting managers must be aware of the pre-employment CRB checks required for the post. Staff who work directly with children may not commence until clearance has been received. Other staff may start as long as they are fully supervised. It is the recruiting manager’s responsibility to arrange this.
5.8 Occupational Health Checks

All NHS staff must have a pre-appointment health assessment which complies with equal opportunities legislation and good occupational health practice. It should be done when an applicant:

· takes up their first post (whether this is preceded by a period of training or not)

· takes up subsequent appointment with a new NHS employer

· changes job, where this involves a significant change of duties.

The PCT will carry out an assessment to:

· find out if the applicant is capable of carrying out the work which his/her prospective appointment will require, taking into account any current or previous illnesses and the obligations imposed by equal opportunities legislation

· identify anyone at risk of developing work-related diseases from hazardous agents, in the workplace.

· ensure, as far as possible, that the prospective employee does not represent a risk to patients and that they will be doing work that is suitable and safe for them.
Pre-appointment assessments are conducted between the interview and an unconditional offer being made.  A conditional offer of employment can be made subject to successful completion of checks. Although responsibility for recruitment ultimately rests with the recruiting manager, the Occupational Health service should provide specialist confidential advice to the employer and the applicant.

No applicant should be refused employment on health grounds unless:

· expert occupational medical advice has been sought

· the applicant has had the opportunity to discuss issues raised with an occupational health professional

· the recruiting manager has fully considered all the facts and taken advice from Human Resources.

· in cases of disability (as defined by the Disability Discrimination Act), that reasonable adjustments have been considered.

· The reasons for the decision not to employ the individual have been documented by the recruiting manager.

All staff that join the PCT must have a pre-employment health assessment.  No member of staff is allowed to commence employment until confirmation has been given by Occupational Health that they have been health cleared.

Existing staff that are appointed to a new post within the PCT must undergo a health assessment where there is a significant change to duties.  Occupational Health can provide advice on whether a health assessment is required when there is a change of role.
5.9 Risk Assessments

A risk assessment should be undertaken for every post in the PCT.  In most circumstances, where the new employee is recruited as a replacement for another member of staff, there should already be a risk assessment that may require no more than a review by the recruiting manager.  New posts will require a new risk assessment.

Risk assessments should be used to inform the occupational health assessment.

6.0 Other workers
The above requirements apply to all substantive and temporary staff who apply for employment at the PCT.  These are, however, not the only individuals who work at the PCT.  The PCT is committed to ensuring that a comparable standard of pre-employment checks is implemented for all other workers.  The arrangements for the main groups of other workers are described below.

6.1 Agency staff

If pre-appointment checks are delegated to a recruitment agency, the Temporary Staffing Administrator will ensure that they are carried out.  Arrangements for checking that agencies complete checks to the required standard include audit through master vendor and other collective agreements (e.g. LAP3), and audit/routine checks by the PCT. The PCT only works with PASA approved agencies.
The Department of Health has also issued guidance on the appointment of locums, under the title Code of practice in the appointment and employment of HCHS locum doctors with which the PCT will comply.
6.2 Honorary and seconded staff 

All persons who work at the PCT must undergo the same pre-employment checks. Please see the PCT’s Honorary Contracts policy for more information.
Confirmation of references and CRB clearance will be sought from their substantive employer and recorded by Human Resources.  

6.3 Students

All students (medical and non-medical) who work at the PCT must undergo the same rigorous checks by their relevant education body.  The relevant education body must provide confirmation that the required checks have been completed prior to students being allowed to commence training at the PCT. 

6.4 Volunteers 

Every volunteer must complete pre-employment checks before he/she starts work at the PCT.
6.5 Contracted Staff

The requirements of this policy, and the ability to monitor the implementation of them, will be incorporated in all contracts which require staff to be present on PCT premises and/or provide services to patients.  

7.0 Duties and Responsibilities

7.1 The applicant / employee
· Failure by an employee to provide accurate and truthful information at the time of applying for their position will be considered misconduct.  Where it is found that an employee provided inaccurate information or withheld information that is relevant to their appointment, they may be dismissed under the PCT’s conduct and capability policies.  
· All staff are required to declare all criminal convictions spent or unspent prior to employment with the PCT. Failure to declare any of the following may lead to disciplinary action being taken:
· If a person is charged with any criminal offence in the UK or in another country before taking up a position offered to them.

· If a person has been bound over or has a criminal conviction in the UK or in another country that they can lawfully be asked to declare. 

· If a person has received a police caution, final warning or reprimand

· If a person is currently the subject of any police investigation, whether in the UK or in any other country, 

· If a person has been dismissed by reason of misconduct from any previous employment, office or other position

· If a person is currently the subject of a fitness to practice investigation or proceedings by a licensing or regulatory body in the UK or in any other country; 

· If a person has been removed from their professional register or conditions have been made on their registration by the fitness to practice committee of a licensing or regulatory body in the UK or in any other country. 

· Every applicant will also be required to confirm in writing whether they are, or have ever been subject to action against them by a regulatory body.
· When a work permit is obtained by NHS Brent, it is the employee’s responsibility to apply for and pay for his/her leave to remain. 
7.2 The Recruiting Manager

· Must copy the applicants’ documents at the interview, including either one form of personal identification and two forms of proof of address, or two forms of personal identification and on form of proof of address,  original documentation showing the applicants’ qualifications and professional registration (see above). 
· Must obtain a signature from each applicant at interview, so that this can be checked against the relevant documentation. 

· When references have been obtained by the Human Resources Department, recruiting managers should treat subjective opinion regarding competence or performance with caution when deciding if the references are satisfactory. 
· A conditional offer of employment can be made when a minimum of two verbal references have been confirmed as satisfactory by the recruiting manager. An unconditional offer can only be made when two written references have been received and all mandatory checks have been confirmed. 
· Recruiting managers must be aware of the pre-employment CRB checks required for the post. Staff who work directly with children may not commence until clearance has been received. 

· A risk assessment should be undertaken for every post in the PCT.  In most circumstances, where the new employee is recruited as a replacement for another member of staff, there should already be a risk assessment that may require no more than a review.  New posts will require a new risk assessment.
7.3 The Human Resources Directorate 
· Will ensure that the PCT complies with its legal obligations, which include any prohibition on offering an appointment, and with any requirements stipulated by regulatory bodies. The Human Resources department will confirm every employee’s:

· identity

· criminal record (where applicable)

· essential qualifications

· professional registration 

· references 

· occupational health clearance

· eligibility to work in the UK

· Must obtain 2 references for candidates; one reference must be from their current or most recent manager. Verbal references must be confirmed in writing by the referee. 
· Must make a further check of identity when the individual starts work to verify that he/she is the same individual who was appointed. To confirm that an applicant has the legal right to work in the UK, the Human Resources department will request to see the document/s specified in one of the points from either List A or List B. No other documents or combinations of documents are acceptable.

· If the applicant has gained his/her qualification outside the UK, the Human Resources Directorate will check if this qualification exists and is equivalent to the stated UK qualification. 
· Where membership of a professional body is a requirement of the post this will be checked by Human Resources, when an employee starts work. Human Resources will also contact the appropriate body to confirm the registration and whether any special conditions apply. A printed copy of the registration confirmation will be retained on the personnel file. If registration cannot be confirmed the individual will not be allowed to start work. 

· In accordance with the Healthcare Professionals Alert Notices Directions 2006, the Human Resources Department will check its alert notice files prior to recruiting an individual.

· For secondments, confirmation of references and CRB clearance will be sought from their substantive employer and recorded by Human Resources. 
· If pre-appointment checks are delegated to a recruitment agency, the Temporary Staffing Administrator will ensure that they are carried out.
The checks may return information that contradicts the details provided by the applicant and raises concerns.  In this situation you should

· proceed in a sensitive manner – there is often a reasonable 
explanation for apparent inconsistencies.

· attempt to address your concerns directly with the candidate – you 
may wish to call them back for a second interview so that you can 
follow up with the relevant sources.

In exceptional circumstances, where the checks reveal substantial misdirection, you may feel it would be appropriate to report your concerns to the PCT’s Local Counter Fraud Specialist or the local police.
If the PCT uncovers any incident where false or misleading information has been provided by an applicant, the PCT should contact the PCT’s Local Counter Fraud Specialist immediately.  

8.0 Dissemination and Implementation
8.1 The author of this policy is responsible for contacting the communications team who will upload the master copy onto the PCT intranet website, publicise it on the team brief, communication bulletin and intranet front page.

8.2 Managers are responsible for making paper copies available to all areas that do not have access to the PCT website.

9.0 Monitoring of Compliance and Effectiveness
9.1 Changes to statutory and mandatory pre-employment checks may be introduced from time to time by external bodies (e.g. Department of Health, Home Office, NHS Employers).  The PCT will endeavour to incorporate these into its policies as soon as possible, but may need to implement measures sooner than this to fulfill its responsibilities.

9.2 This policy will be reviewed annually to ensure that is remains in line with current employment law and NHS guidance.. The Human Resources Department will audit compliance with this policy annually against the following NHSLA minimum requirements:
· duties as outlined in the policy
· types of checks
· checking procedures

· process for following up those who fail to satisfy the checking arrangements

· process for monitor



ing /receiving assurance that checks are being carried out by all external agencies (e.g. NHS Professionals, recruitment agency etc.) used by the organisation.

The results of the audit will be presented to the Governance EMT together with recommendations for improvement. 

Line Managers will use the document audit tool (Appendix 6) to monitor the effectiveness of this policy. Embedding of this policy will be documented by Line Managers though the Assurance Form (Appendix 7)

Appendix 1: Arrangements for confirming registration with regulatory bodies

General Medical Council (GMC)

There are several ways to search the medical register to find out if a doctor is currently registered with the GMC and fit to practice:

· online via an enquiry form at www.gmc-uk.org 

· by phone on 0161 923 6602
· by email, including the doctor’s name and GMC reference number, the employer’s name, trust and contact number, sent to registrationhelp@gmc-uk.org

· The doctor’s GMC reference number, you can use the GMC’s 24-hour automated enquiry service on 08453 573 456 – select option 1 from the first menu and then follow the instructions.

· The GMC also runs a telephone helpline service available on 0845 357 8001. The helpline is open between 9am and 5pm, Monday to Friday

· For NHS doctors holding an Occupational Health Smart Card, it is now possible for participating trusts to access the GMC register via the OHSC software. This provides an accurate snapshot picture of the current registration status, will alert trusts to any change of status, and will generate a trust authentication number which may allow greater disclosure of information than would otherwise be the case for the general public.

The GMC can confirm a doctor’s:

· Full name

· Registration number

· Dates of registration (provisional, full, specialist or limited)

· Current registered address

· Gender

· Current registration status

· Primary medical qualification

· Specialist qualifications

· Annual retention fee due date.

The GMC has the power to suspend or place conditions on a doctor’s registration. Interim orders do not amount to a ‘finding of fact’ against the doctor but are imposed to protect the public, pending a full investigation.

Details of interim orders appear on the GMC website news page.

Alternatively, contact the General Medical Council, Regent’s Place, 350 Euston Road, London NW1 3JN.

General Chiropractic Council (GCC)

A chiropractor’s registration can be confirmed via the GCC website at www.gcc-uk.org, which has a searchable database that is updated regularly.

Alternatively, the GCC will confirm registration by telephone (0207 713 5155), fax (020 7713 5844), e-mail or in writing. You can also check a chiropractor’s registration by e-mailing registrations@gcc-uk.org
The GCC has published its disclosure policy: Regulatory committees and appeal tribunals, which can be found on their website. In the interest of patient safety, the GCC takes an open approach to providing information on proceedings and findings in relation to fitness to practise.

The website also provides:

· Notices about current Professional Conduct Committee and Health Committee hearings

· A list of chiropractors who have been subject to proceedings in the past. The GCC can also verify a practitioner’s good standing or history by telephone, e-mail, fax or in writing. You can ring the council directly on 020 7713 5155 or fax them on 020 7713 5844. 

Alternatively, contact the GCC at: General Chiropractic Council, 44 Wicklow Street, London, WC1X 9HL.

General Dental Council (GDC)

The General Dental Council holds two registers that provide registration information on all dental care professionals:
· the Dentists Register, and
· the Dental Care Professionals Register, which includes dental hygienists, dental therapists, orthodontic therapists, clinical dental technicians and, from 30 July 2008, dental nurses and dental technicians.

Registrations can be checked online at www.gdc-uk.org. In all cases, when GDC verification is sought, the GDC can provide a faster, more efficient service if the request contains the necessary information and the dentist’s consent. Some of the information required is not publicly available in the Dentist’s Register. The GDC needs to see a copy of the dentist’s consent so they can disclose the information.

The GDC can process applications more quickly if the consent includes at least the following, or words to the same effect: "I consent to a request being made by the primary care trust to … [the GDC or any ….regulatory …body in the United Kingdom or elsewhere,] for information relating to a current investigation or an investigation where the outcome was adverse, by them into my professional conduct and to the disclosure of such information to the primary care trust by [the body in question OR the GDC]."

The GDC also needs to see on the consent:

· A signature, which should be an original or be validated by the requesting authority Full name

· GDC registration number

· Date.

Contact the GDC at GDCRegistration@gdc-uk.org or ring them on 020 7887 3800. Alternatively, you can write to The General Dental Council, 37 Wimpole Street, London, W1G 8DQ.

General Optical Council (GOC)

Contact the General Optical Council’s online register at www.optical.org. Details of a registrant’s status can be obtained online by entering the GOC number and individual’s surname. The GOC publishes details of recent and future fitness to practise hearings. Employers can also ring the GOC directly on 0207 580 3898. or write to: The General Optical Council, 41 Harley Street, London W1G 8DJ.

General Osteopathic Council (GOSC)

An osteopath’s registration status can be verified on the GOSC’s website at www.osteopathy.org.uk. For further information concerning fitness to practise proceedings, employers can ring the GOSC directly on 0207 357 6655. You can also write to the GOSC at: General Osteopathic Council, 176 Tower Bridge Road, London, SE1 3LU.

General Social Care Council (GSCC)

A social worker’s registration can be checked on the GSCC website at www.gscc.org.uk. You can search online by name and town where the social worker is currently employed, or by social care registration number.

The absence of a record does not necessarily mean that the worker is not registered. If the search does not find the worker contact the GSCC directly on 0845 070 0630 or e-mail registration@gscc.org.uk. or write to: The General Social Care Council, Goldings House, 2 Hay’s Lane, London, SE1 2HB.

Health Professions Council (HPC)

The following health professionals are all regulated by the HPC: arts therapists, biomedical scientists, chiropodists, podiatrists, clinical scientists, dieticians, occupational therapists, operating department practitioners, orthoptists, paramedics, physiotherapists, prosthetics, orthoptists, radiographers and speech and language therapists.

A health professional’s registration status can be checked on the HPC’s website at www.hpc-uk.org. If a health professional’s registration status has changed this is immediately entered onto the register. Fitness to practise cases are listed on the HPC’s website and after a hearing, the decision is posted online. The HPC strongly encourages employers to use the HPC’s online register, but if this is not possible, registration can also be checked via telephone, e-mail, fax or in writing. You can ring the HPC on 0845 3004 472. Alternatively, write to the HPC at: The Health Professions Council, Park House, 184, Kennington Park Road, London, SE1 1 4BU. You can also fax the HPC on 0207 840 9801.

Nursing & Midwifery Council (NMC)

The NMC offers three ways to confirm registration status:

· Online at www.nmc-uk.org and a written report will be generated and sent via the post

· An automated registration confirmations hotline 24 hours a day, seven days a week – a written report is generated with this service

· Written confirmation system – further information on this service is available on the NMC website

.

The service will inform the employer if a practitioner has the following status:

· removed

· restored

· conditions of practice

· cautioned

· suspended

· lapsed

· effective.

It will not show if someone is under investigation. For further information on the status of a practitioner, an employer should write to the NMC’s Fitness to Practise Department.

The NMC website also contains an NMC circulars page which includes recent circulars providing details of practitioners who have been struck off, suspended or cautioned during the previous month. The NMC keeps this information online for three months. Previous circulars can be obtained on request.

Write to: The NMC, 23 Portland Place, London W1B 1PZ.

Royal Pharmaceutical Society of Great Britain (RPSGB)

The RPSGB website (www.rpsgb.org.uk) allows employers to check a pharmacist’s registration. The list provides registered details of pharmacists who hold full-time, part-time, retired or overseas registration. Searches can be done by either entering the pharmacist’s registration number or by using their surname. There is also the option of entering the forename but this is not compulsory.

A pharmacist’s eligibility to practise in Great Britain depends on their type of registration, which is indicated in their entry on the register. Pharmacists who have paid the 2005 retention fee will have either ‘P’ or ‘NP’ in their entry.  P means they are practising.

NP means that they are non-practising. Pharmacists who have not yet paid the 2005 retention fee will have either ‘f’, ‘p’, ‘r’, ‘I’ or ‘o’ in their entry. Only pharmacists holding full-time (f) or part-time (p) registration are eligible to practise; pharmacists holding retired (r), ill health (i) or overseas (o) registration are not eligible to practise.

Contact the RPSGB if further checks are required: Royal Pharmaceutical Society of Great Britain, 1 Lambeth High, Street, London, SE1 7JN.

The employer will need to have the member’s registration number, full surname and forename, date of registration and postal town of their registered address. Details of current and recent fitness to practise inquires can also be obtained from the RPSGB website.

Appendix 2: References

· Sex Discrimination Act 1975

· Disability Discrimination Act 1995

· Race Relations (Amendment) Act 2000

· Human Rights Act 1998

· Employment Equality (Sexual Orientation) Regulations 2003

· Employment Equality (Religion or Belief) Regulations 2003
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· The Employment Equality (Age) Regulations 2006
· Data Protection Act 1998
Appendix 3: Equality Impact Assessment Tool
	
	
	Yes/No
	Comments

	1.
	Does the policy/guidance affect one group less or more favourably than another on the basis of:
	
	

	
	· Race
	No
	

	
	· Ethnic origins (including gypsies and travellers)
	No
	

	
	· Nationality
	No
	

	
	· Gender
	No
	

	
	· Culture
	No
	

	
	· Religion or belief
	No
	

	
	· Sexual orientation including lesbian, gay and bisexual people
	No
	

	
	· Age
	No
	

	2.
	Is there any evidence that some groups are affected differently?
	No
	

	3.
	If you have identified potential discrimination, are any exceptions valid, legal and/or justifiable?
	n/a
	

	4.
	Is the impact of the policy/guidance likely to be negative?
	No
	

	5.
	If so can the impact be avoided?
	n/a
	

	6.
	What alternatives are there to achieving the policy/guidance without the impact?
	n/a
	

	7.
	Can we reduce the impact by taking different action?
	n/a
	


If you have identified a potential discriminatory impact of this procedural document, please refer it to the Equality & Diversity Manager together with any suggestions as to the action required to avoid/reduce this impact.

For advice in respect of answering the above questions, please contact the Equality & Diversity Manager.

Appendix 4: Document Review Checklist
	
	Title of document being reviewed:

Pre-Employment Check Policy
	Yes/No/
Unsure
	Comments

	1.
	Title
	
	

	
	Is the title clear and unambiguous?
	Yes
	

	
	Is it clear whether the document is a guideline, policy, protocol or standard?
	Yes
	

	2.
	Rationale
	
	

	
	Are reasons for development of the document stated?
	Yes
	

	3.
	Development Process
	
	

	
	Is the method described in brief?
	Yes
	

	
	Are people involved in the development identified?
	Yes
	

	
	Do you feel a reasonable attempt has been made to ensure relevant expertise has been used?
	Yes
	

	
	Is there evidence of consultation with stakeholders and users?
	Yes
	

	4.
	Content
	
	

	
	Is the objective of the document clear?
	Yes
	

	
	Is the target population clear and unambiguous?
	Yes
	

	
	Are the intended outcomes described? 
	Yes
	

	
	Are the statements clear and unambiguous?
	Yes
	

	
	Are style, font type and size etc correct?
	Yes
	

	5.
	Evidence Base
	
	

	
	Is the type of evidence to support the document identified explicitly?
	Yes
	

	
	Are key references cited?
	Yes
	

	
	Are the references cited in full?
	Yes
	

	
	Are supporting documents referenced?
	Yes
	

	6.
	Approval
	
	

	
	Does the document identify which committee/group will approve it? 
	Yes
	

	
	If appropriate have the joint Human Resources/staff side committee (or equivalent) approved the document?


	Yes
	

	7.
	Dissemination and Implementation
	
	

	
	Is there an outline/plan to identify how this will be done?
	Yes
	

	
	Does the plan include the necessary training/support to ensure compliance?
	Yes
	

	8.
	Document Control
	
	

	
	Does the document identify where it will be held?
	Yes
	

	
	Have archiving arrangements for superseded documents been addressed?
	Yes
	

	9.
	Process to Monitor Compliance and Effectiveness
	
	

	
	Are there measurable standards or KPIs to support the monitoring of compliance with and effectiveness of the document?
	Yes
	

	
	Is there a plan to review or audit compliance with the document?
	Yes
	

	10
	Review Date
	
	

	
	Is the review date identified?
	Yes
	

	
	Is the frequency of review identified?  If so is it acceptable?
	Yes
	

	11
	Overall Responsibility for the Document
	
	

	
	Is it clear who will be responsible for co-ordinating the dissemination, implementation and review of the document?
	Yes
	


Acknowledgement: Cambridgeshire and Peterborough Mental Health Partnership NHS Trust

Appendix 5: Document Publication Flowchart

Draft Policy
↓

Policy agreed by JNCC

↓

Policy ratified by Governance EMT
↓

Policy uploaded to the intranet
↓

Publicity of Policy

Send to Communications Department for Communication Bulletin and team brief / Policy discussed at meetings e.g. Senior Directorate Meetings
↓

Present at staff forums / meetings e.g. Senior Directorate Meetings
↓

Policy to be monitored through the use of key performance indicators
Appendix 6: Audit tool

The following are five questions to assess your understanding and implementation of this policy.

Score yourself – Yes / No

Do you understand who this pre-employment checks policy applies to?
Yes / No

Do you understand your responsibilities as members of staff?

Yes / No

Do you understand your responsibilities as a manager?


Yes / No

Do you understand what the responsibilities of the Human Resources 
Yes / No

Directorate are?

Do you know where to find more information?



Yes / No

If you score yourself No for any of the questions, please re-read the relevant section of the policy. If you are still unclear, please contact the Human Resources department for clarification.

A copy of this should be kept in your personal file and may be used as part of a continuous professional development folder.

Signed ……………………………………

Role ……………………………………

Date ………………………………………
Appendix 7: Assurance Form

Pre Employment Checks Policy
Department: …………………………...

I have read and understood the above document and agree to abide by its content.

	Name
	Signature
	Date
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