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REQUEST FOR HONORARY NHS CONTRACT*

See QM and BLT weblinks? for guidance notes, flow charts etc

* See NHS ‘Research Passport’ guidance (www.rdforum.nhs.uk/passport/guidance_hei.pdf) for help in determining for which posts an honorary contract, and/or a CRB check, and/or confidentiality agreement, is required.
SECTION A: to be completed within appointing Institute

CONTACT DETAILS: please fill in relevant details for individuals dealing with this post

	[see Guidance, section 5]
	Name
	Email address
	Telephone

	Originator (person filling in  form within Institute)
	
	
	

	QM Institute Manager
	
	
	

	QM HR Contact Officer or HR Manager
	
	
	

	BLT Divisional General Manager 
	
	
	

	BLT Dep Director of Nursing (Leadership & Learning)
	
	
	

	BLT Recruitment (*delete whichever line is not applicable)

	*Medical recruitment:

(for clinical academic posts)
	See list of Recruitment Team members to identify contact for relevant specialty

	*General recruitment:

(for all other posts)
	Recruitment Team
	recruitment.team@bartsandthelondon.nhs.uk
	e-service only


DETAILS OF POST FOR WHICH HONORARY CONTRACT IS REQUESTED

	Institute ref no (if known)
	
	QM advert ref no (if known)
	

	Institute/Section

(check relevant box)
	
Cancer 
Dentistry
ICMS
IHSE
WHRI 
WIPM
SMD Admin

 
     FORMCHECKBOX 

     FORMCHECKBOX 
 
   FORMCHECKBOX 

   FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

  FORMCHECKBOX 


	Centre
	
	Main location
	

	Substantive post title
	

	Substantive post grade 

(check relevant box)
	 FORMCHECKBOX 
 Clinical Professor
 FORMCHECKBOX 
 Clinical Lecturer
 FORMCHECKBOX 
 Biomedical Scientist
 FORMCHECKBOX 
 Clinical Reader
 FORMCHECKBOX 
 Clinical Research Fellow
 FORMCHECKBOX 
 Research Nurse


 FORMCHECKBOX 
 Clinical Senior Lecturer
 FORMCHECKBOX 
 Other (specify):  ………………………………………………

	Start date (approx)
	
	Length of contract
	

	BLT Division
(check relevant box)
	     Acute & Family                CRMS
     Regional 
            Clinical & Diagnostic
   


            FORMCHECKBOX 

                       FORMCHECKBOX 
 
           FORMCHECKBOX 

                        FORMCHECKBOX 




	Clinical specialty
	

	Honorary post title
	

	Level of Honorary contract (check relevant box)  
This information is required for HESA reporting purposes (HESA code given in brackets)

	 FORMCHECKBOX 
 Consultant (01) 
 FORMCHECKBOX 
 Staff Grade, pre Apr 08 (03)   
 FORMCHECKBOX 
 Associate Specialist (04)
 FORMCHECKBOX 
 Specialist Registrar, pre-MMC (02) 
 FORMCHECKBOX 
 Specialty Doctor/Dentist, post-Apr 08 (10)
 FORMCHECKBOX 
 General Practitioner (05)
 FORMCHECKBOX 
 Specialty Registrar, MMC (09) 
 FORMCHECKBOX 
 Foundation Programme Doctor (08)
 FORMCHECKBOX 
 Non-medical grade (11)

	Will the appointee be directly involved in treating patients?
	    Yes   FORMCHECKBOX 

No   FORMCHECKBOX 



	Will the appointee have unsupervised access to children or vulnerable adults?
	    Yes   FORMCHECKBOX 

No   FORMCHECKBOX 



	Do the duties of the post require*?: 

(check relevant boxes)
	
CRB Check   FORMCHECKBOX 


Confidentiality agreement   FORMCHECKBOX 





SECTION A SIGN-OFF

	Originator Name  

(please print)
	

	Position
	

	Authorisation

(Add e-Signature or print name)
	
	Date
	


· Attach agreed job description (including person spec) for this post, and draft advert (if available) 
Once Section A completed, Originator emails form to:

	
	Email to
	CC email to

	Clinical Academic (medical and dental) posts
	BLT Divisional GM
	QM IM

	Research Nurse posts
	BLT Dep Director of Nursing (Leadership & Learning)
	QM IM

	Other Healthcare Professionals
	BLT Divisional GM
	QM IM




SECTION B: to be completed within BLT Division, or by Deputy Director of Nursing (Leadership & Learning)

	 FORMCHECKBOX 

	B1.
I confirm that, subject to satisfactory pre-engagement checks, an honorary contract will be made available for the appointee to this position. 


	 FORMCHECKBOX 

	B2.
HCC posts only : I confirm that CAB approval has been received for this post.


SECTION B SIGN-OFF

	Name  

(please print)
	

	Position
	

	Authorisation

(Add e-Signature or print name)
	
	Date
	


Once Section B completed, form is emailed to:

	
	Email to
	CC email to

	Clinical Academic (medical and dental) posts
	Originator
	QM IM and

QM HRCO/Manager and

BLT Medical Recruitment

	Research Nurse posts
	Originator
	QM IM and 

QM HRCO and

BLT General Recruitment

	Other Healthcare Professionals
	Originator
	QM IM and 

QM HRCO and

BLT General Recruitment




SECTION C: to be completed within appointing Institute at same time as Request to Appoint

DETAILS OF APPOINTEE TO POST FOR WHICH HONORARY CONTRACT IS REQUESTED

	Surname
	
	Forenames
	

	Title

(delete as applicable)
	Mr
Mrs
 Dr
Prof


Other (specify): _______________________
	Gender
	Date of birth

	
	
	M   FORMCHECKBOX 

  F   FORMCHECKBOX 

	

	Address for correspondence
	
	Start date (if known)
	Length of appointment

	
	
	
	

	
	
	
	

	
	
	
	

	Telephone
	
	Email
	

	Does the appointee require a work permit to work in the UK?
	   Yes   FORMCHECKBOX 
         No   FORMCHECKBOX 


	Professional registration details (delete as applicable)
	GMC
GDC
NMC
HPC 

Other (specify): _______________________
	Professional registration number

	
	
	

	For posts undertaking research duties: 

a. Does the appointee hold a currently valid NHS ‘Research Passport?
	   Yes   FORMCHECKBOX 
       No   FORMCHECKBOX 


	b. If No:  is the appointee likely to undertake multi-centre research (across different NHS Trusts) within the next 12 months?
	   Yes   FORMCHECKBOX 
       No   FORMCHECKBOX 
    If Yes: please  
   contact Joint Research Office ASAP

	For HCC posts: Is this appointee’s first consultant level appointment?
	Yes*   FORMCHECKBOX 
     No   FORMCHECKBOX 

	If Yes:  Has an Appointments Advisory Panel been held?
	Yes   FORMCHECKBOX 
    No*  FORMCHECKBOX 



* for new consultants, ie who have not previously held a consultant-level position, a QM Appointments Advisory Panel must be held, organised by Institute (or by QM HR Manager for Chair and Reader level) in accordance with the QMUL Recruitment and Selection guidance (weblink)
· Attach electronic copy of appointee’s CV 
SECTION C SIGN-OFF

	Name  

(please print)
	

	Position
	

	Authorisation

(Add e-Signature or print name)
	
	Date
	


INSTITUTE MANAGER SIGNATURE: to confirm details have been checked and Request to Appoint form has been sent to QM HR Department
	Institute Manager 

(Add e-Signature or print name)
	
	Date
	


Once Section C completed, IM emails form to:

	
	Email to
	CC email to

	Clinical Academic (medical and dental) posts
	BLT Medical Recruitment
	QM HRCO/HR Manager and

BLT Divisional GM

	Research Nurse posts
	BLT General Recruitment
	QM HRCO and

BLT Dep Director of Nursing (Leadership & Learning)

	Other Healthcare Professionals
	BLT General Recruitment
	QM HRCO and

BLT Divisional GM


Within 2 working days of receipt of completed Section C, BLT Recruitment emails honorary contract to QM HRCO (or QMHR Manager for professor or reader posts) 



SECTION D: to be completed by BLT Medical Recruitment or General Recruitment

CONFIRMATION THAT HONORARY CONTRACT HAS BEEN CONFIRMED

	 FORMCHECKBOX 

	D1.
New Starter details form received 
	
	 FORMCHECKBOX 

	D2.
Professional registration checked online

	 FORMCHECKBOX 

	D3.
Either: NHS Research Passport confirmed      
	or
	 FORMCHECKBOX 

	CRB check clearance received

	
	
	and
	 FORMCHECKBOX 

	OH clearance received from QM OH Dept 

	 FORMCHECKBOX 

	D4. Appointee has been informed in writing that honorary contract is confirmed


	Name  

(please print)
	

	Position
	

	Authorisation

(Add e-Signature or print name)
	
	Date
	


Once Section D completed, BLT Recruitment emails form to:

	
	Email to
	CC email to

	Clinical Academic (medical and dental) posts
	QM HRCO/HR Manager
	QM IM and

BLT Divisional GM

	Research Nurse posts
	QM HRCO
	QM IM and

BLT Dep Director of Nursing (Leadership & Learning)

	Other Healthcare Professionals
	QM HRCO
	QM IM and

BLT Divisional GM




SECTION E: to be completed within QM HR

CONFIRMATION THAT APPOINTEE’S DETAILS VERIFIED AT START OF EMPLOYMENT

	 FORMCHECKBOX 

	E1. New Starter details form received 
	
	 FORMCHECKBOX 

	E2. ID/passport verified

	 FORMCHECKBOX 

	E3. References received and checked 
	
	 FORMCHECKBOX 

	E4. Original qualification certificates seen

	 FORMCHECKBOX 

	E5. Original professional registration certificate seen


	Name  

(please print)
	

	Position
	

	Authorisation

(Add e-Signature or print name)
	
	Date
	


Once Section E completed, QM HR emails form to:

	
	Email to
	CC email to

	Clinical Academic (medical and dental) posts
	BLT Medical Recruitment
	QM IM and

BLT Divisional GM

	Research Nurse posts
	BLT General Recruitment
	QM IM and

BLT Dep Director of Nursing (Leadership & Learning)

	Other Healthcare Professionals
	BLT General Recruitment
	QM IM and

BLT Divisional GM


A copy of this form with all sections completed is to be printed out and kept on the individual’s personal file in both QM HR Department and BLT Medical/General Recruitment.

Honorary contract details to be entered on Resourcelink within QM HR.
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