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Students studying in Scotland are covered by AHP Practice-based Learning Agreements and do not require an Honorary Contract
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 (
Placement request
 
is 
shared
.  
C
onfirmation 
is 
received from 
the 
student that they are happy to take up
 the
 placement offer
 (subject to the necessary checks outlined below)
.
)




[bookmark: _MON_1641997237] (
Practice Educator completes 
the 
Honorary Contract Form
 with as much prior notice as possible 
and sends to 
Rec.admin@nhslothian.scot.nhs.uk
) (
Following these checks, a contract is drawn up by the Recruitment Team which is shared with the Practice Educator and student.
The AHP Student Induction Checklist is then completed locally when the student commences their placement. 
 ID badges should be sourced locally.
) (
Occupational Health Review
 (Practice Educator to highlight in email to student that Work
 
Placements team will contact student re this)
An Occupational Health
 review will be required for all students who 
will
 have patient contact/ 
could b
e exposed to blood
/ body fluid.
The 
Recruitment
 Team 
will em
ail an Occupational Health
 Questionnaire 
to the 
student 
to complete.  The 
student
 returns the 
questionnaire and it is then sent on
 to Occupational Health
 Service.
Evidence of immunisation status, in particular TB clearance, will be required prior to placement commencing. If there is insufficient evidence then Occupational Health GP can provide vaccination 3 days prior to placement commencing.
Occupational Health will then arr
ange an appointment
 directly with the 
student if this is required. This is normally on the first day of the student’s placement, 
t
herefore it is important to complete details of the
 placement start date
.
Once passed 
as 
fit 
to
 w
ork
 the Recruitment Team will make the student 
and Practice Educator aware
 of this
.
) (
Criminal Record Checks
 (Practice Educator to highlight in email to student)
A 
P
rotecting Vulnerable 
Groups
 (PV
G
)
 Check is 
required
, and
 will be
 arranged by the 
Recruitment
 Team.  
The cost of the PVG will fall 
to the student (as agreed by the AHP Director) and ‘student payment’ should be written in the costcode box on page one of the 
Honorary Contract form
.  
The preferred method of individual payment is cheque made payable to Disclosure Scotland. There is the option of payment by credit card and for those who wish to do this in person they may do this at the recruitment office.
)
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Honorary Contract – Offer/Contract Details Form



The Appointing Officer should complete and sign declaration



		Name

		



		Address

		



		Phone Number

		



		Email address

		



		Current employer/University



		



		Post Title

		



		Department and Location

		



		Contract Date From

		



		Contract Date To

(We only issue these contracts for a max of 2 yrs then do extensions thereafter)

		



		Cost Code

		



		Contact Name and Tel Number of person requesting Honorary contract

		



		Current PVG Scheme Member? *Please note the manager signing this form is responsible for evidencing the PVG certificate held by the individual

		YES/NO

If Yes*, PVG number and level: 

If No, will the individual be fully supervised throughout their contract – YES/NO 



		In relation to this role (select one):

PVG Scheme

Standard Disclosure

No Check required

		

YES/NO   If YES, please circle CHILDREN/ADULTS or BOTH

YES/NO

YES/NO



		Brief description of the work being carried out under the Honorary Contract:



		Does this involve conducting regulated work with vulnerable groups:  YES/NO







OHS - All questions must be answered

An OHS may not be required if the following can be confirmed:

· Is the individual is already working in similar roles elsewhere in NHS Scotland YES/NO

· Not doing EPP work YES/NO

· Their honorary contract is for a short time-limited period YES/NO  

· They can evidence that an OHS check has been taken up by their Board for their current role YES/NO



If the answer is ‘No’ to any of the bullet points above, during the period of their honorary contract duties and responsibilities, will the postholder have contact with:

1. Blood or body fluids?				YES/NO

2. Patient contact?				              YES/NO

		PLEASE READ GUIDANCE ON HR ONLINE (HR Online Homepage > About HR & OD > Our Services > General Recruitment > General Recruitment: Interview > Interview Panel)  BEFORE SIGNING THIS DECLARATION



I declare that I have no personal interest with this honorary candidate.          



		Signed by Appointing Officer:

*must be a paid NHSL employee 

		SIGN:



PRINT:  					DATE:





 (Patient contact will be within a clinical setting and can include face to face contact over a desk with a patient and can cover a researcher interviewing a patient, or reception staff in a clinical environment e.g., reception staff in an outpatient clinic)
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NHS LOTHIAN OCCUPATIONAL HEALTH SERVICE						

								

SECTION 1:  THIS SECTION TO BE COMPLETED BY LINE MANAGER

		

Candidate Name:  ________________________





Prospective post  _________________________



		









Directorate of Post  _____________________





		

Location               _________________________

		Managers Name     _____________________





		

		Address                  _____________________





		Department          ________________________





		                               _____________________





		Number of hours   ________________________





		                               _____________________





		The job will involve:   please mark all relevant boxes as F (Frequent) or O (Occasionally) or N (Never)



		



		Exposure prone procedure (EPP)

		|_|

		Chemical handling



		|_|

		Manual handling

		|_|



		Haemofiltration/Haemodialysis

		|_|

		Handling of patient/donor specimens



		|_|

		Working in clean room

		|_|



		Statutory health surveillance



		|_|

		

		

		

		



		Display screen equipment user     

                                                                                                                                                                                         

		|_|

		Shift work

		|_|

		Food handling                 

		|_|



		[bookmark: Check10]Clinical care of patients

		|_|

		Driving – patients

		|_|

		Working in operating theatre



		|_|



		Bank work

		|_|

		Driving – large van/HGV

		|_|

		Other (please specify):



		







SECTION 2:  PERSONAL INFORMATION TO BE COMPLETED BY RECRUITMENT

		

Surname             ________________________________

		

Dr/Mr/Mrs/Miss/Ms _________________ 



		

Forename(s)       _______________________________

		

Date of Birth           _________________





		Previous name(s)   ____________________________





Recruitment  contact/phone number:



		



		

		



		

		



		

		



		

		







							

DISCLOSURE SCOTLAND/ PVG SCHEME- Honorary Contracts





If this post requires a standard Disclosure Scotland or PVG check the individual will have been asked to provide three forms of ID and photocopies.  The manager responsible for the honorary contract individual is required to satisfy him/herself that the candidate is who they say they are, which in turn entitles the recruitment centre to make a disclosure request. 



1. The individual should produce photographic ID such as a passport or driving licence (if not available a birth certificate will suffice) AND a further two forms of ID which indicate current address (e.g. a utility bill dated within the last three months) and date of birth (e.g. birth certificate, driving licence).  Bus passes or student matriculation cards are not suitable forms of ID.

2. The manager should also complete all the details below 

3. Send this completed form to PVGCorrespondence@nhslothian.scot.nhs.uk



If the above requirements are not met, there is a high risk of delay in processing the application, as it is likely to be returned.



		Name of Individual:



		Base:



		Department Cost Centre:

		Position:





		Manager’s Name:





		Check Required:   



· Disclosure Standard – Yes/No

· PVG Scheme – Children Yes/No

· PVG Scheme – Adult Yes/No

· PVG Scheme  - Children and Adult Yes/No



If it is a PVG check that is required, is the candidate already in the PVG Scheme? Yes/No





		Type of identification checked 



Passport:  Yes/No              Birth certificate: Yes/No        Driving Licence (with photo): Yes/No      



Other (please state the form of ID seen):





		FOR PVG APPLICATIONS ONLY



Individual’s Email Address (this is the email address the link from Disclosure Scotland PVG applications will be sent so please ensure the candidate regularly accesses this email account):



Individual’s Date of Birth:



Individual’s Current Address (including postcode): 



Will the work be carried out at the home address of the applicant? Yes/No

















FOR RECRUITMENT USE ONLY



Once you have completed the countersignatory section of the on-line application form send an email to the individual:



Dear 

You have been emailed a link to complete a PVG application. If this email is not received into your inbox, please check any junk/spam folders. 

Please ensure this questionnaire is completed within 48 hours of receiving the link. 

Before beginning to complete the on-line form please ensure, if you have the following, ensure that you have them to hand when completing the form (this is for application to join the PVG scheme applications only):

· Your passport details

· Your driving licence details

· Your national insurance number

· Your professional body number and you know your five year address history including dates and postcodes 

Kind Regards,



Recruitment Team
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