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KSS GP DEANERY
Employment of GP Specialty Training Registrars in general practice. Brief guidance notes for GP Training Practice Managers 
A guidance to essential forms and documentation that need to be completed for any GP Specialty Registrar (GPStR) who will be starting at your Practice
The employment of a GPStR in general practice involves the co-ordination of a number of agencies.  The KSS Deanery recruits and selects GPStRs and provides for them a programme of training suitable to allow the trainee to demonstrate their ability to be put on the GP Register of the GMC. GPStRs undertake a three year programme, of which the last year will be continuously in general practice, but also four or eight months during the first and second years will also be in general practice. The trainee may have a number of employers during this programme, of which the GP Practice is one. Whilst the GPStR is in general practice post, their salary and allowances will be paid by the Practice who will be reimbursed by the PCT Primary Care or Support Agency. They in turn will reclaim the money from the Deanery budget which is held by the South East Coast Strategic Health Authority.
At the beginning of the placement, the Deanery will need an information form (FPGPR1) completed by the GPStR, to ensure that our records are correct and to trigger authorisation of their salary and the GP Trainer grant.
Whilst in general practice, the GPStR will need to be on the Medical Performers List and also ensure that they are responsible for their Medical Indemnity. 
A very small number of GPStRs are on visa permit status, which may change as they change employers, and the visa status of non UK or EEC passport holders should be checked. 

GPStRs will need to sign an employment contract with the Practice (and the BMA provides a model which we advise is used). The GP Trainer and GPStR will also need to sign an educational contract, and in addition, the Trainer should sign an SLA with the Deanery.
GPStRs will need to submit an Occupational Health Questionnaire.
During the whole of their training, GPStRs need to be registered with the Royal College of General Practitioners in order to be on the RCGP electronic record of their training and assessments (the ePortfolio). This is the GPStRs responsibility and they will need to complete a form registering them for Specialty Training (the form R) every year during their training and send it in the Deanery.
NOTE

All forms should be completed well before the placement commences (ideally at least 2 months). However, the Deanery recognises that sometimes this is not possible, particularly when GPStRs commence their training programme with a placement in GP.

Document list

 FORMCHECKBOX 
 FPGPR1 form - needs to be completed by the GPStR once allocated to a training practice.  Deanery sends to GPStR by e-mail. This needs to be completed and returned to Deanery by GPStR at least a month before commencing GP Placement.  This requirement is essential in order to calculate GPStR salary and Deanery authorisation of the Trainers Grant.
 FORMCHECKBOX 
 Employment contract to be completed with each Trainee

http://www.bma.org.uk/employmentandcontracts/employmentcontracts/junior_doctors/framecontractGPregs0707.jsp
 FORMCHECKBOX 
 Educational contract – to be completed with each Trainee – available as a download from the Practice Managers page of the website
http://kssdeanery.org/general-practice/practice-managers
 FORMCHECKBOX 
     Service Level Agreement - to be completed by the GP trainer for each Trainee – a copy of which must be sent to the Deanery
http://kssdeanery.org/general-practice/practice-managers 
 FORMCHECKBOX 
 Form R “Registration for Postgraduate Specialty Training”.  This is the responsibility of the GPStR and should be completed and returned at the beginning of each training year. It is essential for GPStR registration with the Royal College of GP’s.  Deanery sends to GPStR by e-mail. This needs to be completed and returned to the Deanery before the GPStR commences in post.

http://kssdeanery.org/general-practice/practice-managers 
Important areas to be checked by the Practice 
 FORMCHECKBOX 
 Occupational Health form – Deanery sends this form to GPStRs.  This needs to be completed by the trainee and returned to Occupational Health before GPStR commences post.  Please note that your GPStR must be cleared by Occupational Health before they commence post.  Completed documents should be returned to:
Imperial Health at Work
14 Point Pleasant 

London 

SW18 1GG

 FORMCHECKBOX 
 Ensure GPStR has appropriate indemnity with a Medical Defence Union.  GP registrars will need to provide proof of membership of a medical defence organisation. Your local PCT will advice you on the level of indemnity required.  The GPStR’s contact the Defence Union and advises that they will now be employed in General practice. If you have an ST1/2 doctor undertaking a 4 month attachment in General Practice the GPStR will need to arrange indemnity with the Defence Union to cover the 4 months.  (When they are employed by the Trust they will be covered by the NHS).
The Practice will reimburse the cost of the Medical Indemnity Fees for a doctor working more than 30 days in general practice during that year, but not the subscription fee – (this will be detailed on the Medical Defence organisations form). 

 FORMCHECKBOX 
 Medical Performers List - All trainees in General Practice are required to be placed on the Primary Medical Performers List by the PCT within 8 weeks of starting the post.  Trainees must be referred to the PCT at the earliest possible opportunity (ideally 3 months) to ensure their application is submitted in good time as they will need to undergo an enhanced Criminal Records Bureau (CRB) check. NOTE the same spelling for the GPStR’s name must be used throughout the documentation and this must match that on their passport, in order to avoid lengthy delays.  

 FORMCHECKBOX 
  Establish visa status of GPStR.  If GPStR does not hold an EEA passport they must provide a letter from the Home Office and a copy of the relevant visa confirming their current status to both the practice and the Deanery.  Please be aware that if the GPStR requires an extension or a new application to the Home Office e.g. a Work Permit, this can take up to 3 months for Home Office approval to be granted.  It is essential to establish the GPStR’s status as early as possible.
 FORMCHECKBOX 
  General Medical Council certificate (GMC) - the Practice is advised to always check that a doctor is both registered and holds a licence to practise with the GMC as part of your pre-employment checks.  A certificate alone does not guarantee that the holder is currently registered with a licence to practise as the certificate is only valid from the day it was issued.  You can check if a doctor is registered, has a licence to practise, if there are any conditions or restrictions on their employment or if they are currently undergoing investigation by the GMC by going to their website and entering the GMC number under the List Of Registered Medical Practitioners http://www.gmc-uk.org/doctors/register/LRMP.asp
Further things you need to know about:
 FORMCHECKBOX 
    GPStRs claiming travel/car mileage allowance via the GP Practice – a guidance claim form can be downloaded from the website:
http://kssdeanery.org/general-practice/trainees/forms-guidance-handbooks-policies 
 FORMCHECKBOX 
    Maternity, Paternity and Sick Leave - Please consult your local PCA for their guidelines.  Please ensure that you inform the Recruitment Manager at the Deanery of start and end dates of maternity/paternity and sick leave.  If a GPStR takes any leave which is more than two weeks the training will need to be extended by the relevant time period and this needs to be approved by the Postgraduate Dean.
 FORMCHECKBOX 
   Flexible training  - ST3 trainees who wish to apply for flexible training are required to complete a flexible training application form 2 to 3 months before starting their ST3 year.  Please download the application form at 
https://kssdeanery.org/general-practice/trainees/gp-specialty-training
 FORMCHECKBOX 
      Deanery academic diary http://kssdeanery.org/events/general-practice will provide dates of key training and identify dates for GPStR’s.
 FORMCHECKBOX 

GPKSS web site http://kssdeanery.org/general-practice provides further information relating to the training of GPStR’s, Training Handbook for GPStR’s and other useful information.
Forms for the Deanery should be returned to:
GP Training Recruitment Manager

KSS GP DEANERY

7 Bermondsey Street

London

SE1 2DD

E-mail:  recruitmentmanager@gpkss.ac.uk 
Tel: 0207 415 3487
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