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Congratulations on being successful in your appointment to the role of Healthcare Assistant at York Teaching Hospital NHS Foundation Trust, as a new member of our team we truly hope that you find your time with us both stimulating and rewarding.
We’re really excited for you to be joining us and we look forward to welcoming you into our organisation. 

Within this Starter Pack you will find details of all the starter documents that need completing in order to proceed to the next stage in the recruitment process, as well as some more detailed information regarding what we need from you next. 

You will have received a provisional offer of employment via email which outlines the terms and conditions that apply to your appointment.  We will of course provide a full set of terms and conditions to you in your contract which we will issue once all pre-employment checks have been completed and your offer has become unconditional.  We will also issue you with the job description and person specification for the role.

WHAT YOU NEED TO DO NEXT – PART 1
It is very important that you do NOT hand your notice in with your current employer at this stage. 

Your offer of employment remains conditional and is subject to the completion of all pre-employment checks.

We would advise you not to hand in your notice before you receive a notification from the Recruitment Team that your pre-employment checks have been completed.  It is at this point that your offer of employment will become unconditional.
Uniforms

Please note that you need to complete the uniform form as a priority. Your uniform can take up to eight weeks to arrive so please ensure you complete the form at this stage to ensure it has arrived in good time for your start date. You should arrange your uniform appointment as early as possible, preferably before your induction programme.  Please note that you must not arrange any uniform appointment during your two week induction programme as it is essential that you do not miss any element of the programme and the course trainers will not permit your absence for this purpose.

There are different Healthcare Assistant uniforms depending on whether you are based at York or Scarborough Hospital.  Please see the forms attached on page six at the bottom of this document and select which uniform form you need to complete and return. This form needs to be returned to: recruitment@york.nhs.uk
If you have any problems with obtaining a uniform you should contact your new Line Manager on your allocated ward as soon as possible for further assistance
PLEASE NOTE:
You will need access to a computer in order to open the attached documents. Please contact The Recruitment Team (01723) 342896 if you cannot do this for any reason.
1. Payroll Documents

All Payroll Documents will be dealt with by your allocated Department.  You will be contacted before your start date to arrange completion of these. 
2. EDBS link (Previously CRB check) 

As part of your pre-employment checks, this particular role requires an enhanced DBS check against both barred list (adults and children’s) which is to be completed online.  If you already have an enhanced DBS check against both barred lists (adult’s and children’s) and are subscribed to the DBS Update Service, please contact The Recruitment Team on (01723) 342896.  
This is to arrange a suitable date and time to bring in your original DBS certificate and to give us permission to check the Update Service for any changes to your DBS clearance.
PLEASE NOTE: 

Since the 1st May 2017, all new employees have been charged for the cost of their DBS check. The cost will be deducted from your salary either in 1 payment or over a six month period once you start employment. When you start with us you will be asked to confirm if you wish to pay in one full amount or in installments. The charge is currently £48.20 for an enhanced check. 
3. Occupational Health Pre-Placement Questionnaire (OH2) 
An Occupational Health form was sent to you along with your conditional offer letter.

If you have not already done so – please complete this form and email it directly to the occupational health department, at: occhealth-clerical@york.nhs.uk.  
If you are unable to send this form via email please post it to the Occupational Health Team at the address that is detailed at the top of the form.
You will not be able to start in post until satisfactory health clearance has been received. 

ID/RTW Documents

On your invitation to interview, you were asked to provide original documents to prove your right to work in the UK and to meet DBS and NHS ID standards.

If we still require any documents (or some documents you have provided are now out of date) to satisfy our checks you will have received an email asking you to book an ID appointment at The Recruitment Team office in either York or Scarborough.  This will have included a link that takes you to a list of documents that you can provide to meet the required standards.
If you are not sure why the documents you have provided at interview do not meet the required standards, please contact The Recruitment Team on (01723) 342896 for further information.
Please Note – We will need to see original copies of these documents to complete our checks, copies cannot be accepted.

Pre-Employment Checks

We are in the process of requesting references to cover the last 3 years of your employment.

If you have not already done so, please inform your referees that we will be contacting them and where possible please obtain and then inform us of any missing email addresses for your referee’s.  These steps will help to significantly speed up the pre-employment check process.

It is a mandatory part of our pre-employment checks that we obtain references to cover a full 3 year period of employment, education or training.  If for any reason there is a gap in your 3 year history where you were not in employment, education or training you will need to complete and return a Personal Statement Form.
We will contact you separately if we require referee details to cover the last 3 years.

We encourage candidates to contact their referee’s and to support our Team in chasing these as this is part of the pre-employment check process which must be completed before your offer becomes unconditional.  If there is any reason as to why your pre-employment checks are unable to be completed, please contact The Recruitment Team as a matter of urgency on (01723) 342896.
PART 2:  THE NEXT STAGE
Start Date Notification
After your pre-employment checks are completed by The Recruitment Team, you will be booked onto the next available HCA Induction Programme.
HCA Induction Programme

The Band 2 Healthcare Assistant Induction is a comprehensive two week training programme designed to support you in your new role with the Trust.  This is delivered in a classroom environment over the first two weeks of employment.

Throughout the fortnight, sessions are delivered by a variety of health care professionals, for example Specialist Nurses and Therapists, who deliver sessions on the underpinning knowledge and training on the practical skills which are fundamental for this role.  

All newly appointed Healthcare Assistants must attend the Induction programme, regardless of any previous experience, as this ensures standardisation of best practice and consistency in relation to meeting the Organisation’s expected standards of care delivery.
________________________________

If you have any questions regarding the information contained within this Starter Pack, please use the attached Useful Contact sheet to direct you to the appropriate person to speak to.

Once again, congratulations on being successful in your appointment as a Healthcare Assistant and we look forward to welcoming you into our organisation.

Kind Regards, 

The Recruitment Team

	THE RECRUITMENT TEAM YORK

Human Resources Support Team

2nd Floor

Park House

Bridge Lane

Wigginton Road

York

YO31 8ZZ

Tel: (01723) 342896
Email: recruitment@york.nhs.uk 
	THE RECRUITMENT TEAM  SCARBOROUGH 
Human Resources Support Team
Ground Floor, Woodlands House
Scarborough General Hospital

Woodlands Drive

Scarborough

YO12 6QL

Tel: (01723) 342896 
Email: recruitment@york.nhs.uk


Useful Contact List

	Query about / Question relating to
	Contact Name
	Contact Telephone Number
	Contact email address

	
	
	
	

	· HR process in general including…

· OH Questionnaire

· Completing online edbs

· ID Document checks

· Pre-employment checks

· Conditional offer letters
	The Recruitment Team
	(01723) 342896
	recruitment@york.nhs.uk 

	
	
	
	

	· Occupational Health Questionnaires
	Occupational Health Team
	(01904) 725099
	occhealth-clerical@york.nhs.uk   

	
	
	
	

	· HCA Induction Programme
	Matt Marquis
	(01904) 725220
	Matt.Marquis@york.nhs.uk 

	
	
	
	

	· If you no longer wish to accept the post you have been offered
	The Recruitment

Team
	Please email -
	recruitment@york.nhs.uk 

	
	
	
	

	· If you wish to be considered for any further HCA posts
	The Recruitment

Team
	Please email -
	recruitment@york.nhs.uk 


Please note – if you have any changes to your preferred area of choice and/ or your flexibility – please email The Recruitment Team - recruitment@york.nhs.uk 
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