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Section 1 – Introduction to Appointment
Reference Number: 
Job Title: Salaried GP with Special Interest in Intermediate Care
Grade: 




Location: North Ayrshire
Contract Duration: Permanent 

Hours: Up to 4 sessions on a part time basis 
Closing Date: 
Interview Date(s):                     *date(s) may be subject to change*
PLEASE ENSURE YOU READ THE ADVERT AND POST INFORMATION IN THE JOB PACK BEFORE APPLYING

In support of our core purpose of Working together to achieve the healthiest life possible for everyone in Ayrshire and Arran we are committed to a culture that is Caring Safe and Respectful. The post holder is required to work collaboratively in a safe, caring and respectful way.
An exciting opportunity for an experienced GP to join the Intermediate Care & Rehabilitation Services within Ayrshire.  The successful candidate will provide expert clinical care and management of both the stable and acutely unwell adult, through autonomous decision making, differential diagnoses, requesting investigations, and putting treatment plans in place for patients with multiple long term conditions and complex co-morbidities.  This will also involve liaising with patients’ registered GPs.

The successful candidate will work collaboratively with the multidisciplinary team located within an Intermediate Care and Rehabilitation hub on the Ayrshire Central Hospital site, as part of the North Ayrshire Health and Social Care partnership, to facilitate:

· early discharge to a homely setting;

· a reduction in unplanned acute hospital admissions.
The successful candidate will have an interest in the field of older people/adults with complex needs to gain relevant specialist knowledge. You will also require:-

· Full GMC Registration

· JCPTGP certificate/CCT for General Practice

· MRCGP 

· Interest in working within Medicine for the Elderly.
· Have a professional interest in complex care in the community/Intermediate Care

· Contemporaneous Appraisal and Revalidation history 

· Full driving licence

· Past experience of working in a multi-disciplinary team
· Excellent communication skills
· Familiarity with working with clinical software
· An interest in rehabilitation medicine
**Please note – the email address you provide on the application form will be used to communicate any further correspondence relating to this vacancy so please check your TRASH and SPAM folders**
**Please note: if applying using the online application facility on the SHOW website, please avoid using symbols, &/£ signs, etc.  For all applications, either online or paper, please limit your supporting statement to no more than 500 words.
Section 2 – GP Post

	LOCATION/SITE
	SPECIALTY
	INFORMAL CONTACT
(Hover mouse over name for details)
	JOB DESCRIPTION/ PERSON SPECIFICATION (please double click on thumbnail to open)

	North Ayrshire
	Enhanced Intermediate Care
	Dr Iain Jamieson
Dr Conrad Harvey
Dean Lee
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Section 3 – General Information for Candidates

The Application Process
The purpose of an application form is to help evidence that the applicant has all the requirements applicable to carry out the job applied for.  There is a 500 word limit for the Statement in Support of Application.

It is essential to read both the job description and person specification to gain a full understanding of what the job entails and the minimum criteria required.

If applying online, you will receive confirmation that your application has been submitted.  When we begin to process your application, you will receive an acknowledgement email from NHS Ayrshire & Arran confirming receipt.  If you have not received an acknowledgement email within 5 working days from the closing date, please email HRNursing&Midwifery@aapct.scot.nhs.uk 
Unfortunately, due to the volume of applications received by NHS Ayrshire & Arran, we are unable to write to all candidates who are not successfully shortlisted for interview.  Accordingly, if you have not received an invitation for interview within 6 weeks of the closing date, please assume that you have been unsuccessful on this occasion.  We hope this will not deter you from applying again.

Terms & Conditions
For an overview of our Agenda for Change terms and conditions, please click on the following link: 

www.msg.scot.nhs.uk/pay/agenda-for-change 

Further Information on the Recruitment Process
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Section 4 – NHS Ayrshire & Arran as an Employer

NHS Ayrshire & Arran recognises that our staff are vital to delivering our purpose, values and commitments and to achieving our strategic objectives.

Our purpose

Working together to achieve the healthiest life

possible for everyone in Ayrshire and Arran
Our values

Caring
Safe
Respectful

Our aim is to create an organisation where people want to work and strive to deliver excellence each day; where staff wellbeing and personal resilience is supported; where careers are interesting and developed; where staff are encouraged to reach their full potential; and where staff feel their contribution is recognised and valued.

To do this, we need to attract, develop, support and retain our staff and enhance their work experience.  This will directly contribute to our aspiration to deliver excellent high quality services to every person every time.
We believe the unique factors that help to define us as an employer are:
· our friendly and supportive environment;

· our commitment to staff engagement and effective team working;

· our track record in creativity and innovation and our ability to successfully implement change and redesign;

· our track record in supporting our staff’s learning, development and career aspirations, from an initial comprehensive three-day corporate induction programme to the availability of a wide range of internal training programmes;

· our commitment to supporting flexible working through a wide range of family friendly policies; and

· our commitment to support and improve our staff’s health, safety, wellbeing and resilience.  We do this by implementing our Staff Health, Safety and Wellbeing Strategy, and in our work towards achieving and maintaining the Health Working Lives Gold Award.  In addition, our Staff Care and Occupational Health Service provide a range of support and interventions to our staff.
The organisation has a statutory responsibility to ensure the Staff Governance Standard is embedded and adhered to as part of the governance framework – staff, financial, information and clinical governance – in which NHS Boards operate.  The Staff Governance Standard requires all NHS Boards to demonstrate that staff are:
· well informed;

· appropriately trained and developed;

· involved in decisions;

· treated fairly and consistently, with dignity and respect in an environment where diversity is valued; and

· provided with a continuously improving and safe working environment, promoting the health and wellbeing of staff, patients and the wider community.
During 2013, we consulted with our staff to select the key values and behaviours which they believed were essential to create a safe, effective and person-centred working environment which benefits patients, staff and carers.  This allowed us to develop our purpose, values and commitments.  We passionately believe in creating a culture which is open, fair and just.
Our People Strategy – People Matter can be viewed on our website: 

http://www.nhsaaa.net/publications//publications-a-to-z/people-strategy-people-matter 
Section 5 – Why Work in Ayrshire?

Ayrshire is situated in the south-west of Scotland on the Firth of Clyde, and is characterised by 80 miles of varied coastline, picturesque beaches, rolling green hills and islands.

Just a 30-minute drive from Glasgow city centre, Ayrshire is an ideal location for those who want to enjoy city life, with all the benefits of living in a semi-rural area.  Ayr, Irvine and Kilmarnock are the largest towns.  However, there are many rural towns, villages and communities throughout the area should you wish to relocate to Ayrshire.  Whether you decide to locate to Ayrshire or a neighbouring area, you will find that property prices are more affordable than in other parts of the UK.

Alternatively, working in Ayrshire provides an easy commute from both Glasgow and the wider central belt.  There is an excellent network of both rail and bus links throughout Ayrshire to Glasgow and beyond.  There are UK and international flights available from Glasgow Airport, as well as a range of services from Glasgow Prestwick Airport.

Ayrshire provides a wide range of excellent recreational activities: whether you are interested in history and heritage, outdoor pursuits, events and festivals, or simply food and drink, there is something for everyone.

Ayrshire boasts more than 40 quality golf courses, including two Open Championship courses at Turnberry and Royal Troon.

For more information on the range of recreational activities in Ayrshire, visit www.visitscotland.com/ayrshire-arran  

Local educational standards are very high at primary and secondary level.  However, private education is also available in the area.  See below for more information on local authority services:

East Ayrshire Council – www.east-ayrshire.gov.uk
North Ayrshire Council – www.north-ayrshire.gov.uk
South Ayrshire Council – www.south-ayrshire.gov.uk
Section 6 – Delivering Our Services
Acute Services
Emergency and elective hospital services are provided by our acute services, which includes inpatient, outpatient and day case care.  There are two district general hospitals within Ayrshire: University Hospital Ayr and University Hospital Crosshouse.  These hospitals provide a wide range of acute services:

· University Hospital Ayr
University Hospital Ayr provides medical and surgical services on an inpatient, day case and outpatient basis.  It is the main Accident and Emergency service for South Ayrshire.  It provides a number of Ayrshire-wide services including Vascular Surgery, Ophthalmology and Audiology.

· University Hospital Crosshouse
University Hospital Crosshouse provides medical and surgical services on an inpatient, day case and outpatient basis.  It is the main Accident and Emergency service for East and North Ayrshire.  Inpatient paediatrics, the Ayrshire Maternity Unit and the main Laboratories for Ayrshire are on the Crosshouse site.

Community, mental health, learning disabilities and Intermediate Care Services
Following the introduction of Health and Social Care Integration, the operational delivery for the range of community healthcare services including Intermediate Care & Rehabilitation and mental health and learning disabilities services is through the newly created Health and Social Care Partnerships and the Integrated Joint Boards:

· East Ayrshire Health and Social Care Partnership

· North Ayrshire Health and Social Care Partnership

· South Ayrshire Health and Social Care Partnership
Community Services
General medical and dental services are provided throughout Ayrshire and Arran by general practitioners, dentists, community pharmacies and optometry practices.  Community nurses, health visitors and Allied Health Professionals are all involved in providing care within our local communities.

Out-of-hours general medical services are provided by Ayrshire Urgent Care Service (AUCS) within the community.

Mental health and learning disability services
Inpatient mental health services, including the Intensive Psychiatric Care Unit, are largely delivered at Woodland View in Irvine.
Learning disability services are provided from Arrol Park in Ayr.  Elderly mental health inpatient services are provided from Ayrshire Central Hospital in Irvine, and East Ayrshire Community Hospital in Cumnock.  Community based services are provided throughout Ayrshire for the range of clinical groups: adults, child and adolescent, elderly and addiction services.

For more information on the full range of clinical services provided by NHS Ayrshire & Arran, visit our website www.nhsaaa.net
Section 7 – Equality, Diversity & Human Rights Policy

NHS Ayrshire & Arran wholeheartedly supports the principle of equal opportunities in

employment as outlined by the Scotland Act which supports Equalities and Human Rights legislation. It understands that the key to this is recognising and valuing difference. The Equality Act 2010 replaced previous anti-discrimination laws with a single Act and ensures that everyone who is protected under law from discrimination, harassment or victimisation is afforded the same level of protection.

NHS Ayrshire & Arran’s policies strive to ensure that individuals are treated in a fair and consistent manner, making reasonable adjustments where necessary. Our policy sets out the approach to be followed in order to ensure that such principles are consistently met.

While successful implementation of this policy will ensure compliance with current

legislation and national policy, NHS Ayrshire & Arran also recognises both the moral and business case for maintaining good employment practice in relation to equality, diversity and human rights.

NHS Ayrshire & Arran recognises that it also has a unique opportunity to influence the practice of those other organisations with which it engages and to champion equality, diversity and human rights within society more generally.

As such, equality, diversity and human rights must be at the heart of NHS Ayrshire & Arran and everything it does.
Our Equality, Diversity & Human Rights Policy can be viewed on our website: http://www.nhsaaa.net/about-us/how-we-make-decisions/policies 
http://www.nhsaaa.net/about-us/nhs-ayrshire-arran-jobs
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Ward General Practitioner Role

Ayrshire & Arran Community Wards


		1. JOB IDENTIFICATION



		Job Title:  GP with Specialist Interest in Intermediate and Anticipatory Care

Responsible to: Senior Manager, Intermediate Care & Rehabilitation Services

Department(s): Intermediate Care & Rehabilitation Services

Directorate: Health & Community Care  

Operating Division: North Ayrshire Health & Social Care Partnership 

Job Reference:


No of Job Holders: 2

Last Update: 06/06/2018







		2.  JOB PURPOSE



		The GP role will be critical to the operational delivery of community healthcare in A&A with a primary focus on reducing avoidable admissions by improving the health care pathways of our most complex patients. 

The Community GP role will facilitate the implementation of strategic decisions to provide highly coordinated community care with a ‘hands on approach’. The post holder will have experience as a General Practitioner and have knowledge of local community services. 


The Community GP must be an established clinician with excellent communication skills. Managerial experience would be advantageous though not compulsory.


· To work in and support community services A&A


· Facilitate integrated working through clinical and managerial/leadership support to community staff. 


· Encourage best practice through clinical leadership and professional development (e.g. training and education)


· Encourage reactive, equitable, and cost effective services through implementation of clinical governance (e.g. audit)


· Encourage good quality care for patients through evidence based practice and patient/family feedback. 


· Encourage a no barriers approach to care (e.g. MDT working between primary/intermediate/secondary care)

· Work closely with the HSCP clinical lead and management to develop the role and evaluate new innovate approaches/care models for implementation. 





		3. DIMENSIONS



		Ayrshire and Arran has approximately 300 General Practitioners and 57 practices covering a population of approximately 370,000 patients. 


To include:


· Number and level of staff supported


· Staff Management/Supervisory responsibilities, including numbers and levels


· Budgetary Responsibilities (supplies ordering, petty cash)








		4.  ORGANISATIONAL POSITION
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		5.   ROLE OF DEPARTMENT



		The GP will function as a general practitioner accountable and responsible for supporting clinical needs of Intermediate Care patients that impact on their rehab and enablement. 


The GP will work as a team member with the ANP/MDT. A ‘hands on approach’ will be adopted but will require managerial skills to delegate workload in consultation with colleagues. 


The post-holder will have excellent communication skills, opening and maintaining communication pathways with the wider professional organisation both within Primary and Secondary Care. As a caring compassionate individual, he/she will liaise regularly with relatives and carers within the community setting. 


The GP will work collaboratively and in partnership with The Health and Social Care Partnership Clinical Leads, the wider health care teams, multidisciplinary / agency teams and the voluntary sector. 





		6.  KEY RESULT AREAS



		· Facilitate MDT working to influence and coordinate patient pathways


· Contribute to learning/training program


· Evaluate quality of care/productivity


· Liaison with GP Practices


· Liaison with community care providers


· Liaison with Local Authority care providers


· Support GP Community Consultant colleagues, ANPs


· Liaise with Acute Services



Facilitate MDT Working 


· Contribute to MDT working


· Facilitate early hospital discharges/hospital avoidance for patients for Intermediate Care.


· Liaison for Integrated Care Teams, urgent care services, Secondary Care and primary Care. 


Provide Clinical Leadership 

· Support ANP with clinical decisions


· Support GP practices with clinical decisions re suitability for Intermediate Care



Establish learning/training program


· Contribute to ANP and Intermediate Care colleagues


· Support continuing Professional Developments/assessments/feedback


· Establish resources for community protocols/guidelines 


· Participate in A&A’s Appraisal programme


Evaluate quality of care/productivity 


· Evaluate existing care pathways with support from management, Data Analyst etc


· Establish new care pathway (Integrated Care Team, Secondary care, Social Services, specialty services). 


· Monitor patient experience and encourage feedback


· Support cost-effective monitoring of community activities (such as prescribing/admissions/readmissions/referrals)


Liaison with GP Practices 


· Support and advise on appropriate referrals


· Communicate with GP Practices using EMIS Clinical Systems


· Communicate with Practice Staff, GP’s DN’, Practice Managers 


Liaison with Community Care Providers


· Work closely with community services to support patients in their home or homely setting 


Liaison with Local Authority Care Providers


· Identify social care issues relevant to providing community care 


· Work closely with LA colleagues to deliver social aspects of care in the community


Support GP Community, Acute Consultant colleagues, ANPs, MDTs

· Ensure robust communication with all staff







		7a. EQUIPMENT AND MACHINERY



		The GP will be expected to provide all equipment that a GP would reasonably be expected to carry within a clinical bag. 


More specialised equipment such as a pulse oximeters and glucometers etc will be provided, along with appropriate training. The GP will be responsible for this equipment and will ensure that repairs or maintenance are requested as and when necessary. 



		7b.  SYSTEMS



		· Maintenance of paper/electronic-based patient record systems (EMIS/PCS and EMIS/web)


· Infrequent ordering of supplies for the department using a paper-based, stock control system


· Any other system relevant to speciality, e.g. electronic ordering, electronic prescribing, etc.


· Paper-based and electronic investigation requests


· TeamTalk audit programme – responsible for the accurate and timely input of data


· DATIX Intranet - Manage Incident Reporting





		8. ASSIGNMENT AND REVIEW OF WORK



		A proposed “working week”:


Hours 0900 - 1700 


Daily meeting with MDT to plan a working day

GP will be expected to work autonomously, generate work for the MDT, carry out duties delegated by the Senior Manager/Clinical Director.


One protected session for Clinical Teaching/Training 

One Protected session for Managerial 


Clinical work will include house visits, hospital visits, multi disciplinary meetings etc.

The post-holder will have a Professional Personal Development Plan and be reviewed by the Senior  Manager/Clinical Director. 


The Personal Development Review will be annually undertaken by formal performance appraisal and objective-setting.








		9.  DECISIONS AND JUDGEMENTS



		As an autonomous professional, the post-holder is expected to:


· Make complex clinical decisions, including differential diagnosis and clinical management, based on an in-depth knowledge and interpretation of clinical and diagnostic investigations


· Have access to a wide range of clinical experts for advice and support


· Recognise own limitations and the requirement for appropriate referral


· Justify clinical decision-making with regard to patient’s health care, through monitoring of the patient’s condition and acting on clinical judgement


· Act as patient’s advocate to ensure their rights are upheld


· Have freedom to act and make clinical decisions, guided by precedent and clearly- defined divisional policies, protocols/procedures and codes of conduct in accordance with GMC regulations, Clinical and Staff Governance Framework


· Have the autonomy to proactively identify and resolve operational and clinical issues that impinge on service needs/patient safety


· Assess the patient’s complex needs (physical, psychological, social and spiritual) to establish change in condition, inform clinical decision-making and plan care


· Have the ability to quickly assess and respond to patient needs in emergency situations





		10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB



		Working in isolation from his/her peers. 


Maintain patients with highly complex needs and multiple co morbidities in the community. 


Delivering on prioritised outcome measures. 


Opening and maintaining communication pathways with GP, Consultant and other health care colleagues. 


Prioritising daily and weekly workloads. 


Coordinating the care of a workload. 


Coordinating with multiple agencies/services to provide an integrated approach to maintaining patients with the community. 





		11.  COMMUNICATIONS AND RELATIONSHIPS



		In support of our core purpose of Working together to achieve the healthiest life possible for everyone in Ayrshire and Arran we are committed to a culture that is Caring Safe and Respectful. The post holder is required to work collaboratively in a safe, caring and respectful way.


In addition Communication pathways have been established both within Primary and Secondary Care, Local Authority, voluntary sector, HUBS and with all health care professionals involved in patient care.


The GP will develop a close working relationship with the ANP and colleague GP and will have excellent communication skills.


Excellent communication skills and the ability to empathise with relatives will be compulsory for the success of ICT.







		12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB



		The post-holder will be involved in clinical, research and education activities and may frequently be required to move between tasks at short notice to meet the needs of the service.  There is a requirement for flexibility of working patterns and for the ability to deal with situations as they arise.  The workload is unpredictable, with priorities changing constantly.


Physical


· Frequently working in highly unpleasant working conditions such as having contact with uncontained body fluids or foul linen.


· Potential exposure to hazards such as verbal and physical aggression.


· Prolonged light to moderate physical effort, including bending, walking, lifting, pushing and operating equipment is required on most shifts.


· Frequent short periods of moderate physical effort, such a lifting patients with mechanical aids or hoists, is occasionally required.


· Requirement to work within limited spaces, and to assist immobile patients.


· Requirement to initiate appropriate emergency care.


Mental


· Requirement to use own initiative and make decisions with minimal supervision.


· Requirement for high levels of concentration and for absolute accuracy for clinical tasks, including non-medical prescribing.


· Ability to make clinical decisions which may affect a patient’s care.


· Exposure to frequent direct and indirect interruptions from patients, relatives and the multidisciplinary team.


· Balancing the various aspects of the post.


· Time management.


Emotional Effort/Skills


· Discussing complex clinical issues with the multidisciplinary team and patients.


· Imparting bad news to patients and families.


· Caring for and supporting patients and their families following receipt of bad news.


· Caring for terminally ill patients.


· Caring for surgical patients with complex problems.


· Dealing with patients/carers/relatives with severely challenging behaviour.

· Dealing with distressed/anxious/worried/bereaved patients/carers/staff in a professional and sensitive manner on a daily basis.


· Dealing with complicated family dynamics and high levels of public expectation.


· Working in hostile and emotive atmospheres, which may result in the need for sudden intense effort and concentration.


· Dealing with complaints, involving meeting the complainant and seeking to address their concerns, whilst supporting staff involved.

 Environmental and working conditions


· Constant exposure to body fluids each shift


· High-frequency exposure to verbal aggression








		13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB



		Minimum required to undertake the role.

Full GMC Registration


JCPTGP certificate/CCT for General Practice


MRCGP 


Previous experience of working in a Medicine for the Elderly hospital setting


Have a professional interest in complex care in the community/Intermediate Care


Contemporaneous Appraisal and Revalidation history 


Full driving licence


Past evidence of working in a multi-disciplinary team


Excellent communication skills

Familiarity with working with clinical software

Experience in Care of the Elderly, Long Term Conditions, Rehabilitation, End of Life Care would be advantageous. 

Knowledge of services, both Health and Local Authority will be compulsory. 


The GP will be required to provide mentoring and teaching to the ANP and MDT. 


Knowledge of audit, significant events analysis and other LEAN methodologies will be imperative. 





		14.  JOB DESCRIPTION AGREEMENT



		A separate job description will need to be signed off by each jobholder to whom the job description applies.


 Job Holder’s Signature:


 Head of Department Signature:




		Date:


Date:
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NHS Ayrshire and Arran


Person Specification & Interview Rating Form


Post Title: GP with Special Interest in Intermediate Care 


      

   

Post Reference Number: 

		 

		

		A = Excellent



		Candidates Name:

		

		B = Satisfactory



		

		

		C = Unsatisfactory



		Selection Factors


(Person Specification) 




		

		Criteria

		Interview Panel Comments

		Rating






		

		

		

		

		A

		B

		C



		QUALIFICATIONS & TRAINING

		Essential




		Full GMC Registration


JCPTGP certificate/CCT for General Practice


MRCGP 


Have a professional interest in complex care in the community/Intermediate Care


Contemporaneous Appraisal and Revalidation history 


. 


The GP will be required to provide mentoring and teaching to the ANP and MDT. 




		

		

		

		



		

		Desirable




		

		

		

		

		



		EXPERIENCE

		Essential




		Past experience of working within a multi-disciplinary team


An interest in rehabilitation medicine.



		

		

		

		



		

		Desirable




		Appropriate managerial experience

		

		

		

		



		KNOWLEDGE

		Essential

		Knowledge of audit, significant events analysis and other change methodologies will be imperative.

Knowledge of services, both Health and Local Authority will be compulsory. 




		

		

		

		



		

		Desirable

		

		

		

		

		



		COMPETENCIES & SKILLS

		Essential




		Excellent communication skills



		

		

		

		



		

		Desirable




		Familiarity with working with clinical software



		

		

		

		



		PERSONAL CHARACTERISTICS AND OTHER

		Essential




		Car driver essential

		

		

		

		



		

		Desirable




		

		

		

		

		



		ADDITIONAL COMMENTS



		

		Flexible





		Documents Provided At Interview

		Interview Panel Recommendation



		Qualifications:


Documents Provided and photocopied:

		Yes □  No  □   




		Preferred Candidate

		Yes □  No  □   






		Asylum and Immigration and/or


Disclosure Scotland:


Documents Provided and photocopied:




		Yes □  No  □




		Application Rejected

		Yes □  No  □   






		Documents above  verified:




		Please indicate below:

		Reason for Rejection






		

		Passport                                            


Birth Certificate                                  


Driving Licence:(with photo)                 


                         (without photo) 


 Proof of Address     


Other (Please specify):                                       

		





Signed 


Designation






Date



3





B10, D6,  F6 AND G3 (OCTOBER 2006)
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Further Information on the Recruitment Process
The Application Process

Completion of the application form is the first stage in the recruitment process, and if you
are successful, will form the basis of your employment record. Complete and accurate
information is essential.

Your application form plays a vital role in the recruitment and selection process. The
information you provide us with in your application form will be used to decide whether you
are shortlisted to attend an interview. Only those applicants who can clearly demonstrate
in their application form how they meet the minimum essential requirements for the post as
specified in the job description and person specification will be considered for interview
selection.

Applicants should read the candidate information pack and job description for the post
prior to completing the online application form.

When completing the online application form applicants should read the instructions in
each section and note the following:

e the application form has an automatic time out mechanisms, therefore you should
click on the "save" button as you go through the application form or copy and paste
from another document, to avoid losing content.

e please do not use any special characters (i.e. £, #, &, %) when completing your
application. You are permitted to use the ‘@’ symbol.

It is recommended that you complete all relevant sections of the application form. It does
not matter how long ago your last employment was, if you have an employment history
please list it.

If you have not previously been employed, please use the “Present or Most Recent Post”
section to detail what you have been doing (i.e. full time student / parent / carer).

Please note that you can list unpaid work including work placements and volunteer work in
your employment history.

NHS Ayrshire & Arran do not accept Curriculum Vitaes (CV), unless a CV has been
specifically requested as part of the recruitment process.

By completing and submitting an application for this post you give your consent for NHS
Ayrshire & Arran to commence pre-employment checks, including reference checks, once
your formal conditional offer of employment is made to you.

We will normally use email to communicate with you at all stages of the recruitment
process, unless you request otherwise, therefore please ensure that you regularly check
your email to see if we have been in contact with you to update you on the progress of
your application. Please ensure you check your “Spam” and “Junk” folders. We may, at
times, contact you by telephone.





Shortlisting Process

On receipt of applications, the HR Department will process and send an acknowledgement
email to candidates, confirming receipt of application. If you have not received an
acknowledgement email from NHS Ayrshire & Arran within 5 working days from the closing
date, please email HRNursing&Midwifery@aapct.scot.nhs.uk

The HR Department will send Part C of the applications to the Recruiting Manager for
shortlisting, within 5 working days from the closing date.

Unfortunately, due to the volume of applications received by NHS Ayrshire & Arran, we are
unable to write to all candidates who are not successfully shortlisted for interview.
Accordingly, if you have not received an invitation for interview within 6 weeks of the
closing date, please assume that you have been unsuccessful on this occasion. We hope
this will not deter you from applying again.

Interview Process

The HR Department will send you an invite to interview by email at least one week before
the interview date. The invite to interview will include the date and time of your interview
and where the interview will take place. We ask that you confirm your attendance at
interview within 2 days of the date we send you the invite to interview. If we do not hear
from you within the 2 days, we will contact you again.

Where possible, the interview date will be included in the advert for the position. Please
check this to ensure you will be able to attend on this date as it is not always possible to
re-schedule an interview.

Following the interview, the Recruiting Manager will contact you to advise of the outcome
of the interview. The HR Department will email you within 5 working days of the interview
to confirm whether you are the Preferred Candidate or if you have not been successful at
interview.

Pre-Employment Checks Process

If you are the Preferred Candidate, the HR Department will email you within 5 working
days of the interview, confirming the conditional offer of employment. At this point we will
start the pre-employment check process.

All new employees to NHS Ayrshire & Arran require the following checks before a formal
offer of employment will be made:

e Two satisfactory written references. At least one reference must be from your
current or most recent employer or your course tutor if you are currently a student.
If you have not been employed or have been out of employment for a considerable
period of time you may give the name of someone who knows you well enough to
confirm information given and to comment on your ability to do the job. Please
note, we do not accept references from friends, family, neighbours, etc.

e Occupational Health Clearance — you will be sent the appropriate Occupational
Health Questionnaire relevant to the post you are successful for. This should be
completed and returned as per the instructions in your letter
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e Disclosure or Protection of Vulnerable Groups Check — if deemed relevant for the
post you will be required to undergo an appropriate check

e Professional Registration Check — if the post requires you to be registered with a
professional body e.g. NMC, HCPC, GPC, etc. you will be required to provide
evidence of this

We aim to complete the Pre-Employment Checks within 2 to 3 weeks, it is therefore
important that you complete and return all relevant forms, evidence, etc. as soon as
possible to avoid any delays in the process. We will contact you 1 week after our initial
email confirming your preferred candidate status if we have not received the relevant
paperwork from you or are outstanding references.

For staff currently employed by NHS Ayrshire & Arran, the pre-employment check process
is shorter. We only require one reference from your current line manager and the
Disclosure or Protection of Vulnerable Groups Check will only be required if you are
moving from a post that does not require the check to one that does. Occupational Health
Clearance will still be required.

Formal Offer of Employment

Following receipt of all satisfactory pre-employment checks, the Recruiting Manager will
contact you to arrange a start date. The HR Department will then email you with
confirmation of your formal offer of employment and issue your Terms and Conditions of
Employment.

Should you have any queries about any stage of the process please email
HRNursing&Midwifery@aapct.scot.nhs.uk
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