Congratulations on receiving your conditional job offer from NHS Lothian.  

Should you need to contact recruitment, please email eos.errs@nhs.scot Where your enquiry is urgent or within one week of starting in post please telephone: 0300 790 0640 selecting option 1, then option 2.  It would help us if you could confirm the JobTrain vacancy reference for the post you have been offered when you email/call.

If you have an Employee Relations issue you wish to discuss, please call 0131 536 1130, option 3.

It is important that the contact details we hold for you are correct.  Please advise recruitment immediately if any details change occur throughout the recruitment process.  

Please check both your email inbox and also your trash/spam folder regularly as emails from NHS Lothian may automatically be directed there.
**It is possible that we will only be able to confirm your start date the Friday before you are due to commence on the Monday.  Unfortunately, this is unavoidable and is due to external pre-employment checks**

What are the next steps?

Recruitment will now undertake any required pre-employment checks, i.e., Occupational Health, PVG/Disclosure clearance, References.  Please return any forms you have been asked to complete as soon as possible to avoid potential delays. 
1) 2nd Stage Application Form/Declarations
This is an online form within your JobTrain account which is required to be complete during pre-employment screening.  This covers: 
· Criminal Convictions Declaration

· Healthcare Support Worker (HCSW) Code of Conduct Declaration (if applicable)
· Working Time Regulations Form

Please ensure you log into your account and complete these as soon as possible.
2) Occupational Health

You will be emailed a link to complete an electronic Occupational Health questionnaire.  Please ensure this questionnaire is completed as soon as possible and submitted to our Occupational Health Service.  If this email is not received into your inbox, please check any junk/spam folders.  

Depending on the post you have been offered, you may require an appointment.  Occupational Health will contact you directly if this is required.  Please note that it is possible your appointment will be scheduled for the Friday before you are due to commence.  
If you are a current member of staff moving to a similar role, you may not require a new occupational health check.  

3) PVG/Disclosure Scotland
If your role meets the criteria to become a PVG Scheme Member you will receive an e-mail containing a link to complete the on-line PVG Application Form.  You will have 7 days to complete the online form before link expires; should it expire please email: PVGCorrespondence@nhslothian.scot.nhs.uk
If however your role is subject to a Standard Disclosure Check the Disclosure Scotland application form will be attached to your conditional offer letter.  

Checks can take up to 6 weeks for Disclosure Scotland to complete and we therefore ask that you complete and return your form as quickly as possible to avoid potential delays to your start date.
4) References

References will be requested by email.  
In order to avoid potential difficulties and try to avoid your start date being delayed, it is important that the email addresses stated on your application form are correct.  It would also greatly help if you were able to ask your referees to complete and return the completed reference request form as soon as possible.  

5) Registration

If you are due to register with a regulated body (e.g., Nursing & Midwifery Council, Health Professionals Council etc), and this has not been confirmed when you are due to commence, you will be paid at a lower grade.  
Please advise recruitment when your registration is confirmed to allow us to update your salary placement and also provide evidence to your manager.  Your trained salary will be backdated to the date confirmation was received by your manager.

6) Payslip

If you have been asked in your conditional offer letter to forward a copy of a payslip to allow us to confirm your starting salary, please send this to eos.errs@nhs.scot as soon as possible.

7) Induction

All NHS Lothian staff must complete a Corporate Induction programme.  Instructions will be detailed in a separate email, which you can expect to receive from our training & education team approximately one week before you start in post.
This will be sent to your personal email address, however please be aware that depending on your settings, it may divert to junk/trash mail.   
Should you need to attend any on-site induction courses, dress code for induction is comfortable casual wear.
As your conditional start date approaches 

Recruitment will follow up any outstanding pre-employment checks before your conditional start date.

Please note: the recruitment team can only confirm your appointment and issue the unconditional offer letter/contract once all pre-employment checks have been completed.

If you prefer to wait until your checks are complete before submitting your notice to your current employer, please email eos.errs@nhs.scot who will note on your file to reschedule your start date once checks are complete.  
Unconditional offer/contract issued

Once the unconditional offer/contract are issued, please sign electronically within JobTrain as soon as possible.

If you are a current member of staff, you will not normally be issued with a new contract, unless you are currently on the Staff Bank and have been offered a substantive post 

Declining the post

Should you decide to decline the post you have been offered, please email eos.errs@nhs.scot quoting the reference number of the post and a reason for declining.
Payforms

When you commence in the department, if you are a new member of staff, your line manager and yourself will complete a staff engagement form.  
If you are an existing member of staff, a change form will be completed in eESS, unless you hold two separate posts at different grades, where a staff engagement form will be required.  Please ensure your current line manager doesn’t complete a termination form.

Staff Engagement forms are sent to Payforms General for authorisation, before forwarding to Payroll Services for your details to be included in the next pay run.  Forms are sent to Payroll daily in order to ensure you are paid as quickly as possible.  
Should you start after the payroll cut off date, you may be paid weekly until the next monthly run.  Payroll can confirm when you are likely to be paid once they have received your staff engagement form.  Their contact number is 0131 536 5200.
