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Honorary NHS Contracts for QMUL Staff

· BLT and QMUL have agreed the joint process outlined in this document which will enable an individual’s honorary contract with BLT to be issued with their substantive contract by QM HR Department within one week of receipt of appointment documentation. In the same way as the substantive contract is issued ‘subject to references, OH clearance’, etc – the honorary contract will be issued on the same terms (‘subject to CRB check’, etc), with all pre-engagement checks then being completed and verified between the contract issue date and the actual employment start date (usually minimum one month elapsing).
· The agreed joint process and request form (weblink) will be trialled throughout SMD, then reviewed in light of the new arrangements of NHS ‘Research Passports’.
1. Why a new joint process?
QMUL HR Department service level agreement requires all contracts to be issued within one week of receipt of the appropriate appointment documentation from the appointing Institute. The Follett Report requires both honorary and substantive contracts for consultant academic posts to be issued at the same time by the substantive employer (Follett Report, para 42). A joint process was therefore needed to satisfy both these requirements.

There has previously been some lack of robustness in being able to obtain confirmation of honorary contracts for non-consultant posts (eg nurses, Clinical Research Fellows, other health-care professionals). This issue is also able to be addressed by the new joint process.

2. Benefits of the new joint process:
· One standard, clearly defined, process for staff in both organisations to follow and applying the same level of rigorousness of process for all types of honorary contract, thus according with the principles of Follett in extending ‘best practice’ beyond consultant contracts to other areas of joint NHS and university working. 

· A fast, paperless (email) process, removing the need for hard copy documentation (apart from signed copies of contractual documents) to be sent via internal mail, potentially causing delays or being lost in transit.
· For nursing posts, advance approval of the post, duties, etc, from the Deputy Director of Nursing (Leadership & Learning).
· For HCC posts, confirmation that the post has received CAB approval.
· For managers and HR in both organisations, earlier notification of when the recruitment process for a post is underway.

· For appointees, less duplication of paperwork they are required to fill in; one point of contact (QM HR) for return of all paperwork; one combined Occupational Health clearance process instead of two.
· A formalised mechanism for BLT Recruitment to notify QM HR Department and Institute management that the process has been completed, confirming that an honorary contract has been issued.

· The means to maintain a comprehensive database showing who does or doesn’t have a valid, current honorary contract in place, and providing reports which will give managers an advance ‘prompt’ when an honorary contract requires extension or termination.
3. Which types of post require an honorary NHS Contract?
To determine for which posts an honorary NHS contract is required, and which of the various pre-employment checks (CRB, OH, confidentiality agreement, etc) may be required: follow the NHS ‘Research Passport’ guidance (see table overleaf, or full document at www.rdforum.nhs.uk/passport/guidance_hei.pdf).  

Extracted from “Honorary research contracts and the Research Passport system: A guide for employers of researchers outside the NHS” 

A “direct bearing on the quality of care” suggests that the actions of researchers could foreseeably directly affect the type, quality or extent of prevention, diagnosis or treatment of illness or foreseeably cause injury or loss to an individual to whom the organization has a duty of care.

	
	Honorary contract necessary?
	Made specifically aware of confidentiality?
	CRB Check necessary?

	Occupational Health clearance necessary?

	Direct contact with patients/service users and direct bearing on the quality of their care (not children or vulnerable adults)
	Yes
	Yes, in honorary contract
	Yes, standard or enhanced5
	Yes

	Direct contact with children or vulnerable adults and direct bearing on the quality of their care
	Yes
	Yes, in honorary contract
	Yes, standard or enhanced

	Yes

	Direct contact with patients/service users but no direct bearing on the quality of their care (eg observer)
	No
	Yes, in letter
	Yes, standard or enhanced5
	Yes

	Indirect contact with patients/service users and direct bearing on the quality of their care (eg some types of telephone interviews)
	Yes
	Yes, in honorary contract
	Yes, standard or enhanced5
	No

	Indirect contact with patients/service users but no direct bearing on the quality of their care (eg telephone interviews, postal questionnaires)
	No
	Yes, in letter
	No
	No

	Access with consent to identifiable patient data, tissues or organs with likely direct bearing on the quality of their care
	Yes
	Yes, in honorary contract
	No
	No

	Access with consent to identifiable patient data, tissues or organs but no direct bearing on the quality of their care
	No
	Yes, in letter
	No
	No

	Access without consent
 to identifiable patient data, tissues or organs but no direct bearing on the quality of their care
	No
	Yes, in letter
	No
	No

	Access to anonymised patient data, tissues or organs only (including by research staff analyzing data)
	No
	No
	No
	No

	Working on NHS premises (eg laboratory) only
	No
	Yes, in letter
	No
	No

	Direct contact with staff (eg interviews)
	No
	Yes, in letter
	No
	No

	Access to identifiable staff data
	No
	Yes, in letter
	No
	No

	Access to anonymised staff data only
	No
	No
	No
	No


4. Outline of Joint Process and Form to Request an Honorary NHS Contract (also see flow charts overleaf)
	
	For Medical and Dental staff (Honorary Consultants and Junior Doctors/Dentists) and Other Healthcare Professionals
	(Research) Nurses

	Prior to advertisement
	[and/or prior to SET/PSG approval for named recruitments] Institute obtains approval of JD, person spec, etc, and emails form (Section A) to request confirmation via BLT Directorate General Manager (GM), who liaises with relevant Clinical Director, Lead Clinician, etc, that honorary contract will be made available (subject to usual checks, etc). 
	Institute obtains approval of JD, person spec etc, and emails form (Section A) to request confirmation from BLT Deputy Director of Nursing (Leadership & Learning), who liaises with appropriate Directorate Lead Nurse, that honorary contract will be made available (subject to usual checks, etc).  

	
	BLT Directorate completes form (Section B), and emails back to originator, cc to BLT Recruitment
, QM Institute Manager (IM) and QM HR

	BLT Deputy Director of Nursing (L&L) completes form (Section B), and emails back to originator, cc to BLT General Recruitment, QM Institute Manager (IM) and QM HR Contact Officer (HRCO).

	Issuing of Contracts
	At same time as sending ‘Request to Appoint’ form to QM HR5, IM completes form (Section C) and emails with appointee’s CV to BLT Recruitment4, cc to QM HR5 and BLT Directorate GM.
	At same time as sending ‘Request to Appoint’ form to QM HRCO, IM completes form (Section C) and emails with appointee’s CV to BLT General Recruitment, cc to QM HRCO and BLT Deputy Director of Nursing (L&L).

	
	Within 2 working days, BLT Recruitment4 emails honorary contract (with caveat re pre-engagement checks) to QM HR5.

	
	Within one week of receiving ‘Request to Appoint’, QM HR5 issues substantive and honorary contracts together (subject to satisfactory pre-engagement checks – CRB, OH clearance, references, etc). Also encloses CRB declaration form (if required) and BLT and SMD Starter Details forms. Appointee is instructed to return all documentation to QM HR5 (to avoid confusion of having to return some parts to QM and some to BLT). 

	
	At same time as issuing contract, QM HR5 sends appointee’s completed OH form (collected by Institute at interview and sent to QM HR5 with ‘Request to Appoint’ form) to QM Occupational Health Dept, who conducts clearance process then notifies QM HR5 and BLT Recruitment4 of outcome.

	Prior to or at start of employment
	QM HR5 provides hard copies of all relevant documentation (including completed BLT starter form and CRB form from appointee) to BLT Recruitment4.

	
	Once pre-engagement checks completed, BLT Recruitment4 writes to appointee to confirm honorary contract, and completes form (Section D) by email to QM HR5, cc to QM IM and BLT Directorate GM.
	Once pre-engagement checks completed, BLT General Recruitment writes to appointee to confirm honorary contract, and completes form (Section D) by email to QM HRCO, cc to QM IM and BLT Deputy Director of Nursing (L&L).

	
	At start of employment, QM HR5 completes form (Section E) by email to BLT Recruitment4 to confirm ID verification, original documentation seen, etc), cc to QM IM and BLT Directorate GM/BLT Deputy Director of Nursing (L&L).


Double-click on relevant flow chart to enlarge
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5. Contact details
	SMD Institutes
	Inst Manager
	Email
	Tel
	HR Contact 

	Cancer
	Cancer
	Delphine Purves
	d.c.purves@qmul.ac.uk
	124-464
	Team D

	Dentistry
	Dentistry
	Chris Smith
	c.b.smith@qmul.ac.uk
	13-7224
	Team A

	ICMS
	Cell & Molecular Science
	Joanne Kirner
	j.m.kirner@qmul.ac.uk
	13-2298
	Team C

	IHSE
	Health Sciences Education
	Lucy Price
	l.a.price@qmul.ac.uk
	13-2500
	Team A

	WHRI
	William Harvey Research Institute
	Denise Elliott
	d.elliott@qmul.ac.uk
	13-6090
	Team B

	WIPM
	Wolfson Institute of Preventive Medicine
	Cheryl Mason
	c.a.mason@qmul.ac.uk
	13-6263
	Team B

	SMD Admin
	Warden’s Office
	Peter Davies
	p.w.davies@qmul.ac.uk
	13-2259
	Team B

	SMD Admin
	Student Office
	Deborah James
	d.a.james@qmul.ac.uk
	13-7214
	Team A


	QMUL HR Department
	Contact Name
	Email
	Tel 

	HR Operations Manager (SMD)
	Siobhain Stephens
	s.c.stephens@qmul.ac.uk
	13-3647

	HR Contact Team A
	Harjit Roopray
	HRTeamA@qmul.ac.uk 
	13-3735

	HR Contact Team B
	Cameron Daenke
	HRTeamB@qmul.ac.uk 
	13-5170

	HR Contact Team C
	Doreen Poulton
	HRTeamC@qmul.ac.uk 
	13-3171

	HR Contact Team D
	Felicia Sin
	HRTeamD@qmul.ac.uk 
	13-3168


	BLT Directorate
	Gen Manager
	Email
	Tel

	CS
	Cancer Services
	Julie Lamb
	julie.lamb@bartsandthelondon.nhs.uk 
	15-8434

	C&R
	Cardiac & Renal
	Steve Hart
	steve.hart@bartsandthelondon.nhs.uk
	16-2350

	D&PS
	Dental & Patient Services
	Jill Williams
	jill.williams@bartsandthelondon.nhs.uk 
	14-7179

	P&I
	Pathology & Imaging
	Sara Davenport
	sara.davenport@bartsandthelondon.nhs.uk
	14-3379

	M&E
	Medical & Emergency
	Anne Gorman
	anne.gorman@bartsandthelondon.nhs.uk 
	14-2529

	S&A
	Surgery & Anaesthesia
	Neil Rogers
	neil.rogers@bartsandthelondon.nhs.uk 
	14-3545

	W&C
	Women & Children
	Mel McColgan
	melanie.mccolgan@bartsandthelondon.nhs.uk 
	14-7295
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� 	For students, the level of supervision should be taken into account in the decision whether to conduct a CRB check.


� 	A standard or enhanced disclosure may be required depending on the type of contact. A check under the Protection of Children Act list (PoCA check) may also be required.


� 	Regulations under Section 60 of the Health and Social Care Act 2001 specify the very limited circumstances when identifiable patient information may be used for research without consent. The Patient Information Advisory Group considers such cases.


� 	Honorary contracts for Clinical Professors, Clinical Readers, Clinical Senior Lecturers, Clinical Lecturers and Clinical Research Fellows are dealt with by BLT Medical Recruitment; honorary contracts for all other posts (including Research Nurses) are dealt with by BLT General Recruitment.


� Appointments to Chair and Reader positions are dealt with by the QM HR Manager (SMD); all other appointments are dealt with by the relevant QM HR Contact Officer (HRCO).
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Applicant returns signed copies of all documentation to QM HR*

Within 1 week QM HR* issues substantive & honorary contracts, plus enclosures, eg CRB declaration form (if required), starter details forms





QM HR* provides hard copies of all relevant documents to BLT Medical Recruitment 







At start of recruitment process QM Institute (Originator) completes Section A of form, and emails with JD, etc, to BLT Directorate GM, cc to QM Institute Manager (IM)

BLT Directorate General Manager (GM) completes Section B and emails to Originator, cc email to QM IM, QM HR* and BLT Medical Recruitment

At same time as sending ‘Request to Appoint’ form QM IM countersigns Section C and emails with CV to BLT Medical Recruitment, 

cc email to QM HR* and BLT Directorate GM

Within 2 working days BLT Medical Recruitment emails honorary contract to QM HR*

At start of employment QM HR* completes Section E and emails to BLT Medical Recruitment, cc email to QM IM and BLT Directorate GM

Recruitment and selection process takes place

QM HR* sends Occ Health form to QM Occ Health Dept for clearance



BLT Medical Recruitment conducts pre-employment checks
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HR Contact Officer for all other posts
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Applicant returns signed copies of all documentation to QM HR

Within 1 week QM HR issues substantive & honorary contracts, plus enclosures, eg CRB declaration form (if required), starter details form





QM HR provides hard copies of all relevant documents to BLT General Recruitment 







At start of recruitment process QM Institute (Originator) completes Section A of form, and emails with JD, etc, to BLT Directorate GM, cc to QM Institute Manager (IM)

BLT Directorate General Manager (GM) completes Section B and emails to Originator, cc email to QM IM, QM HR and BLT General Recruitment

At same time as sending ‘Request to Appoint’ form QM IM countersigns Section C and emails with CV to BLT General Recruitment, 

cc email to QM HR and BLT Directorate GM

Within 2 working days BLT General Recruitment emails honorary contract to QM HR

At start of employment QM HR completes Section E and emails to BLT General Recruitment, cc email to QM IM and BLT Directorate GM

Recruitment and selection process takes place

QM HR sends Occ Health form to QM Occ Health Dept for clearance



BLT General Recruitment conducts pre-engagement checks

BLT General Recruitment writes to appointee confirming issue of their honorary contract 

QM OH confirms clearance to QM HR & BLT General Recruitment

BLT General Recruitment completes Section D and emails to QM HR, 
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A copy of form and documentation to be kept on the appointee’s personal file in both QM HR Department and BLT General Recruitment
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Applicant returns signed copies of all documentation to QM HR

Within 1 week QM HR issues substantive & honorary contracts, plus enclosures, eg CRB declaration form (if required), starter details form





QM HR provides hard copies of all relevant documents to BLT General Recruitment 







At start of recruitment process QM Institute (Originator) completes Section A of form, and emails with JD, etc, to BLT Deputy Director of Nursing, cc to QM Institute Manager (IM)

BLT Deputy Director of Nursing liaises with BLT Directorate, 

then completes Section B and emails to Originator, 

cc email to QM IM, QM HR and BLT General Recruitment

At same time as sending ‘Request to Appoint’ form QM IM countersigns Section C and emails with CV to BLT General Recruitment, 

cc email to QM HR and BLT Deputy Director of Nursing

Within 2 working days BLT General Recruitment emails honorary contract to QM HR

At start of employment QM HR completes Section E 

and emails to BLT General Recruitment, 

cc email to QM IM and BLT Deputy Director of Nursing

Recruitment and selection process takes place

QM HR sends Occ Health form to QM Occ Health Dept for clearance



BLT General Recruitment conducts pre-engagement checks

BLT General Recruitment writes to appointee confirming issue of their honorary contract 

QM OH confirms clearance to QM HR & BLT General Recruitment

BLT General Recruitment completes Section D and emails to QM HR, 

cc email to QM IM and BLT Deputy Director of Nursing

A copy of form and documentation to be kept on the appointee’s personal file in both QM HR Department and BLT General Recruitment
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