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WELCOME TO OUR TRUST!
Congratulations on being successful in your appointment as a Staff Nurse at York Teaching Hospital NHS Foundation Trust. As a new member of our team we hope that you find your time with us both stimulating and rewarding.
We’re excited that you are joining us and we look forward to welcoming you into our organisation.
Within this Starter Pack you will find details of any starter documents that need completing in order to proceed to the next stage of the recruitment process, as well as more detail about what we need from you next. 

You will have received a conditional offer of employment via email which outlines the terms and conditions of your appointment.  We will of course provide a full set of terms and conditions in your contract once all necessary pre-employment checks have been completed and your offer becomes unconditional.  We will also issue you with the relevant job description and person specification.
As part of standard pre-employment checks we will also require proof of your NMC Registration and your PIN number before you join us as a Staff Nurse. If you are currently a final year Student Nurse, you will need to have successfully completed your Nursing Degree and provided us with your new PIN details before our offer of a Staff Nurse position becomes unconditional. However, you may be able to start as a band 2 pre-registered nurse until your NMC Registration is confirmed. 
WHAT YOU NEED TO DO NEXT
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 whilst subject to the completion of mandatory pre-employment checks (these are explained below). Only when your pre-employment checks have completed will our offer become final and unconditional and we can issue your contract.
As a final year Student Nurse still waiting to complete the NMC registration process, there may be the opportunity to start working earlier with the Trust as a Pre-Registered Staff Nurse, prior to obtaining your NMC PIN. This option will depend on your department’s capacity to support this and is at the discretion of your new Line Manager. (More on this in the “Starting With Us” section)
PLEASE NOTE:
You will need access to a computer in order to open any of the attached documents. Please contact the Recruitment Team on (01904) 721631 if you cannot do this for any reason.
PRE-EMPLOYMENT CHECKS
NHS Employment regulations stipulate that we must complete pre-employment checks before we can make you an unconditional offer and issue your Staff Nurse contract. 
Pre-employment checks undertaken are:
1) NHS ID and Right to Work checks

2) Disclosure and Barring Service Clearance (DBS check)  - to be completed online
3) Occupational Health Clearance 
4) References covering a minimum of 3 years employment / educational history (a University reference for any Pre-registered nurses) 
5) NMC Registration and PIN number (for those starting as Staff Nurses, Band 5)

If a valid NMC PIN number was not included in your application form you will need to email the details of this to recruitment@york.nhs.uk as soon as possible.
Disclosure and Barring Service (DBS) check
Please note that the DBS level required for Staff Nurses is “enhanced” (child and adult barred lists) and this has to be obtained via York Teaching Hospital Trust alternatively if you are subscribed to the update service please provide us with your certificate . As of 1st May 2017, all staff undertaking a role requiring a DBS check are charged for the cost of processing it The cost for an enhanced DBS check required for all nursing staff is £48.20. This will be deducted from your salary either as a one-off payment or over a six month period once you start employment, whatever your preference. By applying for a position with us, you are agreeing to this undertaking. 
Please refer to the E-DBS link (Previously CRB check) section for further details of this check. 
1. ID & Right to Work Documents

At your 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 outstanding documents (or if some documents you previously provided are now out of date) you will receive an email asking you to book an ID appointment at the Recruitment office in either York or Scarborough.
This email will include a link to a list of documents you can provide to meet the required standards.

If you have any queries about what more you need to provide then please contact the Recruitment Office on (01904) 721631 for further information. 
Please Note – We always need to see original copies of all such documents to complete our checks; photocopies cannot be accepted.
2. E-DBS link (Previously CRB check) 

As already stated, your role requires an enhanced DBS check against both barred lists (adults and children) which is to be completed online. We will use the ID you have already provided to start this online check and will send you an email with a link to the sections that you will need to complete online.  If you already have an enhanced DBS check against both barred lists (adults and children) and are subscribed to the DBS Update Service, then please contact the Recruitment Team on (01904) 721631 to arrange a suitable date and time to bring in your original DBS certificate and grant us permission to check the Update Service for any changes to your DBS clearance.
If you are not registered with the update service you will be required to undertake a new DBS check with this Trust regardless of how recently one might have been done with a previous employer. As previously stated you will be required to meet the cost of this DBS check (£48.20) which will be deducted from your salary either as one lump sum or over a six month period. 
3. Overseas Police checks

Please note if you have lived outside of the UK for more than six months in the last five years you will need to provide an original certificate of good conduct or overseas police check. (Including authorised translation is applicable) Please see the link below for further advice on how to obtain an overseas police check. 
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
4. Occupational Health Pre-Placement Questionnaire (OH2) 
An Occupational Health Questionnaire was emailed 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 it via email please post it to the Occupational Health Team to the address that is detailed at the top of the form. PLEASE NOTE: You will not be able to start work with us until satisfactory health clearance has been received. 
5. Obtaining References

We are required to obtain references to cover a full 3 year period of employment, education or training. If for any reason there is a gap in this 3 year history (as detailed on your application form) you will need to complete and return a Personal Statement Form which we can send you. For Pre-registered nurses we obtain one reference from your University. 
If you have not already done so, please inform your referees that we will be contacting them and wherever possible please supply us with any missing email addresses for your referees. 
We also encourage all candidates to contact their referees themselves and to support chasing this information. Obtaining references for this period is essential, but can sometimes be slow, so by taking these steps you will help to significantly speed up this process.

If there is any reason why any of your pre-employment checks are unable to be completed, please contact the Recruitment Team as a matter of urgency on (01904) 721631.

6. NMC Registration / PIN

As already stated, before we can start you as a Band 5 Staff Nurse we will need proof of your NMC Registration and PIN number. For Student Nurses, or those starting with us as a Pre-Registered Nurse, it is important that you contact us as soon as you receive this confirmation as we will then be able to complete our NMC Register check. 
OTHER REQUIREMENTS
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.  

There are different Staff Nurse 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. 
ID Badge and Car Parking Permit 

These will be arranged via your new Department once all your pre-employment checks are complete.
Payroll Documents / New Starter forms
You will be required to complete the relevant Payroll forms to ensure you are registered on the Trust’s payroll system, whether as a Band 5 Staff Nurse or a Band 2 Pre-Registered Nurse. These documents will be processed with you by your allocated Department once your start date is agreed.   
Document checklist

To assist with the recruitment process, please complete the document checklist below, highlighting the dates that the different documents were sent to the relevant departments. Once completed, please return this form via email to: recruitment@york.nhs.uk within one week of receiving your conditional offer.
STARTING WITH US
Once your pre-employment checks are completed you will be able to arrange a start date with your new Line Manager, and an appointment to complete your Payroll starter forms. Please can you also ensure that you have obtained your uniform prior to your start date. Your Line Manager will assist you with this.
Where relevant, when the Chief Nurse’s Team allocated you to your new Department, they will also have identified a named Preceptor to support you and will have also booked you onto our Trust’s Preceptorship Programme. Your Line Manager and Preceptor will be able to provide you with further details about this programme if relevant to you.
As a final year Student Nurse, your Line Manager may be able to accommodate you starting with as a Pre-Registered Nurse, Band 2, before you obtain your NMC PIN. Your Line Manager will also need to identify appropriate safeguards and ensure they are put in place to clarify the necessary boundaries of your Band 2 role and so protect you compromising your NMC registration before you acquire your NMC PIN.
PLEASE NOTE: It is your responsibility to inform your Line Manager, the Recruitment Team, and the Chief Nurse Team as soon as you receive your NMC PIN. Please email the details to the following addresses as soon as you have them:
recruitment@york.nhs.uk.  
Nurse.Recruitment@york.nhs.uk
Once you have received notification of your NMC PIN your work at Band 2 level must cease, and your Line Manager will complete another Payroll form with you (HR2 Variation to Contract) to simply upgrade your Pre-Registered status to that of Staff Nurse, Band 5. 

If you have any questions regarding information contained within this Staff Nurse Starter Pack, please refer to the useful contact list on the page below to identify an appropriate contact to help you.
Once again, congratulations on being successful in your appointment as a Staff Nurse with York Teaching NHS Foundation Trust and we look forward to welcoming you into our organisation.

Kind Regards, 

The Recruitment Team
	Recruitment Team-YORK

Human Resources Support Team

2nd Floor

Park House

Bridge Lane

Wigginton Road

York

YO31 8ZZ

Tel: (01904) 721631
Email: recruitment@york.nhs.uk 
	RecruitmentTeam-SCARBOROUGH Human Resources Support Team
Ground Floor, Woodlands House
Scarborough General Hospital

Woodlands Drive

Scarborough

YO12 6QL

Tel: (01723) 385247
Email: recruitment@york.nhs.uk


Useful Contact List

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

	
	
	
	

	· Recruitment process in general / information in this pack
	Recruitment Team
	(01904) 721631
	recruitment@york.nhs.uk 

	
	
	
	

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


	
	
	
	

	· If you no longer wish to accept the post you have been offered
	Recruitment Team
	Please email -
	recruitment@york.nhs.uk 

	
	
	
	

	· If you wish to be considered for any other Staff Nurse position
	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 . However, do be aware that if you decline an offer or withdraw from an allocated position there is no guarantee of a new allocation to your preferred area.
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