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SERVICE LEVEL AGREEMENT FOR THE 

PROVISION OF GP TRAINING PLACEMENTS

BETWEEN
GLOUCESTERSHIRE HOSPITALS

NHS FOUNDATION TRUST

(Host employer of GP Specialty Trainees on 

behalf of Health Education England) 
AND

[EDUCATION PROVIDER]

(Secondary or Community Care Providers)
PURPOSE

Gloucestershire Hospitals NHS Foundation Trust has been appointed the Provider of Employment Services for GP Specialty Trainees by;  
Health Education South West on behalf of its Severn Postgraduate Medical Education Office, the body responsible for the delivery of the RCGP GP Specialty Training Programme and other GP training in the South West.
The Education Provider provides work placements and practical training within a primary or secondary care setting.

For GP training to be effective and for the programme to run smoothly, the above three organisations will work in partnership and each will ensure it fulfils its role to support GP Specialty Trainees.  There is a risk that some functions are assumed by one organisation to be carried out by another when this is not the case.  

The purpose of this Agreement is to provide clarity of the obligations and responsibilities in relation to employment matters between the Education Provider and Gloucestershire Hospitals NHS Foundation Trust in its role as Host Employer.   

It should be noted that this Agreement complements and runs in parallel with the following Agreements:

· Agreement on support for GP Specialty Trainees between Health Education England and Gloucestershire Hospitals NHS Foundation Trust
· Learning Development Agreement between Health Education South West and the Education Provider 
THIS AGREEMENT is made on 3rd April 2013
BETWEEN:
(1)
Gloucestershire Hospitals NHS Foundation Trust, whose address is 1 College Lawn, Cheltenham, Gloucestershire GL53 7AG (the "Host Employer"); and 

(2)
 [Organisation Name] and whose address is [insert address] (the "Education Provider).
WHEREAS:
(A)
The Host Employer is the provider of employment Services for GP Specialty Trainees for the South of England on behalf of Health Education South West.
(B)
The Education Provider is responsible for the training placement of GP Specialty Trainees and delivers the role and services set out in this Service Level Agreement.    
SIGNED:
For the Education Provider:



For the Host Employer:

Signature:





Signature:

Full name:





Full name:




Position held:





Position held

TERMS AND CONDITIONS OF THE AGREEMENT
Definitions and Interpretation

· Agreement 
Means this Agreement including all Schedules

· Commencement Date 

Means 1st April 2013 [or subsequent date as new programmes commence]
· Contract period

Means the period between and including the Commencement Date and the Termination Date
· Education Provider

Is the organisation that provides a GP Specialty Trainee with training under the terms of this Agreement

· Health Education England

The Authority responsible for GP Education

· Host Employer

Gloucestershire Hospitals NHS Foundation Trust

· Learning and Development Agreement

The Learning and Development Agreement (LDA) (2011 – 2014) and any subsequent LDA between Health Education South West and the Education Provider

· Services

Means those services which form part of the Agreement as set out in Schedule 1.

· Termination Date

Means 31st March 2016

· GP Specialty GP Specialty Trainees
Means GP Specialty Trainees enrolled on the GP training programme
Provision of Services
The Education Provider will deliver the requirements as set out in Schedule 1, Obligations of Education Provider.   

The Host Employer will deliver the requirements as set out in Schedule 2, Obligations of the Host Employer.

Duration

The Agreement shall take effect on the Commencement date and remain in force until the Termination Date.

Contract Price

There is no direct financial arrangement between the Education Provider and Host Employer for services delivered as a part of this Agreement.     Financial arrangements are as set out in Schedule 1 and Schedule 2. 
Audit

The funding of both Host Employer and Education Provider activity will be subject to both the internal and external audit arrangements contained in the Host Employer’s and in the Education Provider Standing Orders/Financial Instructions.

The Host Employer and/or Education Provider will action any agreed recommendations made by any internal or external audit reports, as appropriate.

Confidential Information
All Parties shall at all times use their best endeavours to keep confidential, and ensure that their employees and agents keep confidential, any information in relation to the business and affairs of the other Parties. No Party shall disclose any such information except with the prior written consent of the other Parties. A disclosure by a Party in accordance with an Act of Parliament or legislation made under it or in compliance with a Court Order shall not be an actionable breach of confidence.

The obligations of each Party shall continue without limit in point of time but shall cease to apply to any information that is put into the public domain otherwise than by a Party breaching its obligations.

Data Protection
In carrying out its obligations under the Agreement, each Party shall comply in all material respects with all current data protection legislation, including the Data Protection Act 1998 (“the Act”). All parties accept that for the purposes of this Agreement, all are both a Data Controller and a Data Processor, as defined in the Act.

Compliance With Law, Health & Safety and Unlawful Discrimination
The Host Employer and the Education Provider shall take all reasonable steps to ensure that its employees, workers, agents and sub-contractors engaged in the delivery of the services do not unlawfully discriminate, bully, or harass trainees or other staff members and the Host Employer and the Education Provider confirms it has policies in place to prevent any such discrimination, bullying and/or harassment.

The Host Employer and the Education Provider shall at all times comply with the Equalities Act 2010 and subsequent revisions in the delivery of the Services and in all related activities.

The Host Employer and the Education Provider will ensure that their employment and other policies and procedures applicable to trainees are fit for purpose and will comply with both current and forthcoming NHS best practice and UK employment law. The Lead Employer will ensure that trainees’ contracts of employment comply and accord with the National Health Service Hospital Medical and Dental Staff and Doctors in Public Health Medicine and the Community Health Service (England and Wales) Terms and Conditions of Service or any forthcoming nationally agreed terms and conditions of employment for trainees.
The Host Employer and Education Provider shall otherwise comply with all applicable law, statutes, statutory instruments, regulations and all guidance issued by the Department of Health, Monitor and/or any other Regulatory body relevant to the Services being delivered.
Dispute Resolution

The Host Employer shall appoint a person to be the Authorised Officer who shall be the duly authorised representative of the Host Employer for all purposes relating to this Agreement.
The Host Employer shall give notice to the Education Provider of each subsequent appointment of an Authorised Officer, such notice to be given within five business days of the appointment.
The Host Employer shall ensure that the Authorised Officer (or another person duly authorised to act on the Authorised Officer’s behalf for the purposes of this Agreement) shall be available for consultation by the Education Provider on reasonable notice at any time during the Host Employer’s normal office hours.
The Education Provider shall appoint a person to be the Contract Manager who shall be the duly authorised representative of the Education Provider for all purposes relating to this Agreement.  
The Education Provider shall give notice to the Host Employer of each subsequent appointment of a Contract Manager, such notice to be given within five business days of the appointment.
The Education Provider shall ensure that the Contract Manager (or another person duly authorised to act on the Provider’s behalf for the purposes of this Agreement) shall be available for consultation by the Host Employer on reasonable notice at any time during the Education Provider’s normal office hours.
The parties will attempt in good faith to resolve any dispute or claim arising out of or relating to this Agreement promptly through negotiation between the Authorised Officer and Contract Manager, and other authorised representatives for the Host Employer and Education Provider.

Where such a dispute cannot be resolved between the Contract Manager and the Authorised Officer or their representatives, it shall be referred to the [GHNHSFT to insert title] and [Education Provider to insert title].

If both parties are unable to resolve such dispute within one month of any such referral then either of the parties may refer the matter to mediation in accordance with the Centre for Effective Dispute Resolution (“CEDR”):
To initiate mediation, either the Education Provider or the Host Employer must give notice in writing (“ADR Notice”) to the other Party requesting mediation in accordance with this clause.  

Unless otherwise agreed between the Education Provider and the Host Employer, the mediator will be nominated by CEDR
The Mediation Agreement referred to in the Model Procedure of the CEDR shall be governed by, and construed, and take effect in accordance with the substantive law of England and Wales.

Schedule 1
OBLIGATIONS OF THE EDUCATION PROVIDER
1. ANNUAL LEAVE

1.1. Receive and process annual leave forms from GP Specialty Trainees.  To include use of the computer based system when implemented.
1.2. Send acknowledgement to GP Specialty Trainees when annual leave has been approved, following the local guidelines.

1.3. Record annual leave in the agreed format and send to the Host Employer at the end of each placement.
1.4. Deal with queries arising out of annual leave procedures within 5 working days.

2. ROTATIONS
2.1. Provide GP Specialty Trainees with appropriate honorary contracts during the training placement.

2.2. Notify the Host Employer of banding by supplying the banding assessment for the posts that GP Specialty Trainees are rotating to in the Education Provider at least 8 weeks before GP Specialty Trainee commences with the Education Provider.

2.3. Notify the Host Employer if GP Specialty Trainees fail to start in post within 24 hours of the expected commencement date.

2.4. Education Providers are obliged to take any GP Specialty Trainees who rotate to them under the terms of the LDA.

3. RESIGNATIONS

3.1 Notify the Host Employer of any annual leave that is outstanding when a GP Specialty Trainee resigns from their post within 5 working days of the GP Specialty Trainee resigning.

3.2 Notify the Host Employer of any resignations received from GP Specialty Trainees where the information has not come directly from the Host Employer.

4 SICKNESS AND ABSENCE

4.1 For any obligations detailed below in respect of absence reporting, (e.g. sickness, maternity, Paternity, adoption, parental leave), the Education Provider will notify the Host Employer.
4.2 Notify the Host Employer of sickness and absence for all GP Specialty Trainees as follows:

4.2.1 In a monthly return to  the Host Employers  by the 3rd day of each month
4.2.2 Send copies of self-certified/doctor’s certified certificates to Host Employer within 5 working days of receipt.

4.3 Complete Return to Work interviews for all GP Specialty Trainees following any period of sickness absence. Complete Return to Work interview forms and forward a copy to the Host Employer within 5 working days.

4.4 Manage and take appropriate action in dealing with GP Specialty Trainee absence relating to persistent short term, long term and patterns of absence. Liaise with the Host Employer and with Severn Postgraduate Medical Education Office and agree with both Parties appropriate courses of action. 

4.5 Support GP Specialty Trainees in returning to work following periods of absence by fully participating in Return to Work programmes.

5 MATERNITY, PATERNITY,PARENTAL, ADOPTION & FAMILY LEAVE
5.1 When a GP Specialty Trainee notifies either the Host Employer or Education Provider of maternity, paternity, parental, adoption, or family leave, that Party must notify either the Host Employer or the Education Provider, whichever the case may be. 
5.2 For maternity leave the Education Provider must carry out a formal risk assessment within 10 working days of notification. The GP Specialty Trainee and Host Employer must be notified of risk assessment outcomes within 5 working days.

5.3 For maternity, paternity adoption, family, and parental leave, the Education Provider is to:

5.3.1 Receive and process the relevant forms from the GP Specialty Trainee.

5.3.2 Send acknowledgement to the GP Specialty Trainee when leave has been approved.

5.3.3 Record leave in the agreed format and send to the Host Employer on a monthly basis, by the 3rd day of each month.

5.3.4 Deal with queries arising out of leave procedures within 5 working days.

5.3.5 Send applications to Host Employer or processing pay.

6 DISCIPLINARY, GRIEVANCES AND INVESTIGATIONS

6.1 
Inform the Host Employer and the GP Director within one working day of any potentially serious matters relating to the conduct and behaviour of GP Specialty Trainees.

7 PROVISION OF INFORMATION 

7.1 Provide the Host Employer with contact information for key personnel at the Education Provider and update the Host Employer of any changes on a monthly basis.

7.2 Provide the Host Employer with relevant information for GP Specialty Trainees relating to departmental induction arrangements within 10 working days of the GPST commencing employment.

7.3 Advise the Host Employer within 28 working days of any inaccuracies in the financial charges received and advise of corrections that need to be made.

7.4 Send Revalidation Exit Reports to the Responsible Officer at the Severn Postgraduate Medical Education Office.

8 PAYROLL

8.1 Support the Host Employer as necessary in investigating any pay banding or payment queries (refer to paragraph 2.2 of this appendix).

8.2 Monitor the working hours of GP Specialty Trainees and their banding, in accordance with the contractual requirements, ensuring that all GP Specialty Trainees on placement participate in the twice yearly monitoring in accordance with their contractual obligations in terms of New Deal and EWTD requirements. Any changes in out of hours banding payments resulting from a formal review will only be implemented in line with the nationally agreed process for re-banding. Participating Trusts to inform the Host Employer of monitoring and rebanding processes, advising on detail of any change to pay band, dates of change agreements and issues such as protection arrangements.

8.3 Banding appeals should be managed in accordance with Advanced Letter (MD) 8/2001 and NHS Employers “junior doctor banding appeals – Good practice guidance for junior doctors and employers”.

8.4 Administer locally any charges to the GP Specialty Trainees in respect of accommodation, car parking, doctors’ mess membership, or any other facilities provided by Education Provider. Notify payroll deductions or adjustments to the Host Employer in writing.

9 INDUCTION/MANDATORY TRAINING

9.1 Ensuring GP Trainees complete Corporate and Local induction (agreed by the Host Employer and the Education Provider).
9.2 Ensuring GP Trainees complete mandatory training relevant to the roles.
10  RISK ASSESSMENT

10.1 Complete risk assessments and associated actions for GP Specialty Trainees as circumstances require such as for expectant mothers and GP Specialty Trainees returning from sick leave.

10.2 Each Education Provider shall comply with all relevant legislation as regards the GP Specialty Trainees (including for example but without limitation the Health & Safety at Work Act) as if the GP Specialty Trainees were employees of the Education Provider for the duration of any training placement.  They shall also indemnify the Host Employer in respect of any claims made against the Host Employer by a GP Specialty Trainee arising as a result of any act or omission on the part of the Education Provider;

10.3 Each Education Provider shall indemnify the Host Employer in relation to reimbursement of all unfunded expenditure.  The Host Employer will not be expected to take unnecessary financial risk in managing the Agreement.

10.4 Each Education Provider shall indemnify the Host Employer in respect of all actions, costs, claims, demands, liabilities and expenses made against the Host Employer arising out of or as a result of any act or omission of any GP Specialty Trainee whilst such GP Specialty Trainee is placed with an Education Provider EXCEPT where any such action, cost, claim, demand or liability results from any act or omission on the part of the Host Employer;

11 EMPLOYMENT COSTS

11.1 Education Providers shall fund employment costs relating to the appointment of trainees in accordance with the LDA for secondary care and community placements.  
12 PAYMENT MECHANISM

12.1
The Host Employer shall invoice the respective Education Providers for the pay and non-pay costs incurred by the Host Employer in providing employment to trainees in secondary and community based placements in the month to which the invoice relates.The Host Employer shall provide the Education Provider monthly in arrears with the electronic version of the detailed transaction report.
12.2 Invoices received by the Provider on or before the tenth working day of the subsequent month shall be paid by the fifteenth day of that month.
Schedule 2

OBLIGATIONS OF THE HOST EMPLOYER

1. HUMAN RESOURCES MANAGEMENT

1.1. Issuing new starter documents such as template contracts and all pre-employment forms for a written contract of employment April 2002 (revised December 2007) in the case of primary care placements and the standard hospital GP Specialty Trainee contract in the case of secondary care placements; 

1.2. Advising GP Specialty Trainee, training providers, and Severn Postgraduate Medical Education Office staff on employer policies; e.g. advice for example out of programme experience. 

1.3. Providing Criminal Records Bureau Disclosure/ Disclosure and Barring Service forms requesting and filing  CRB/DBS checks prior to a GP Specialty Trainee’s start date; 

1.4. Issuing details of Criminal Records Bureau clearance for GP specialty GP Specialty GP Specialty Trainees to education providers were necessary;

1.5. Providing work permit applications in line with Human Resources department guidelines and current UKBA regulations; 

1.6. Liaising with the training Providers where GP specialty Trainees and broad based training GP Specialty Trainees shall work regarding any reasonable adjustments that may be necessary under the Equalities Act 2010 and agreement of any such reasonable adjustments and providing advice on necessary adjustments;

1.7. Ensuring GP Specialty Trainees undertaking primary care placements are entered onto the medical performers list prior to their placement and ensuring they remain on the Medical Performers List for the duration of their placement in primary care.  This includes GP Specialty Trainees and broad based training GP Specialty Trainees.  This will require close liaison with the Local Area Teams of the NCB responsible for Medical Performers Lists to avoid unnecessary duplication of necessary GP Specialty Trainee held documentation;

1.8. Ensuring appropriate medical indemnity cover is in place prior to and throughout the duration of training;
1.9. providing appropriate procedures and a system of review to ensure the GP Specialty Trainee and broad based training programmes are considered when policies are amended or implemented in accordance in line with Terms and Conditions of Service of Hospital Medical and Dental Staff and doctors in Public Health Medicine and the Community Health Service in England and Wales in the case of Secondary Care placements;

1.10. Calculating and confirming annual leave entitlements with GP Specialty Trainees and their training providers; 

1.11. Maintaining annual leave records by liaising with the education providers on leave taken and ensuring annual leave entitlements are not exceeded;

1.12. Providing bank and building societies with financial reference of GP Specialty Trainees following approval by the GP Specialty Trainee;
1.13. Terminating, following statutory process, the employment of a GP Specialty Trainee where the training provider discontinues that GP Specialty Trainee from the programme;

1.14. Prior to the ending of the GP specialty training programme the employer shall ensure appropriate actions are carried to cease the contract with the GP Specialty Trainee; 

1.15. Responding to ad hoc queries raised by GP Specialty Trainees both verbally and written.

1.16. Providing access to senior level Human Resources support and guidance for highly complex human resources issues if and when they may arise.

2. OCCUPATIONAL HEALTH SERVICES

2.1 Undertaking initial pre-employment health screening, where necessary and undertaking, where necessary, further screening and inoculations, keeping travel to a minimum; 

2.2 Providing access to occupational health self-referrals and management referrals for GP Specialty Trainees during employment, keeping travel to a minimum;

2.1. Providing access to counselling and Employee Assistance programme services, keeping travel to a minimum.
3. FINANCIAL ADMINISTRATION AND PAYROLL

3.1 Recharge Education Providers the unfunded element of the employment and non-pay costs incurred by the host employer in the provision of this agreement.  
3.2 Upon receipt of new starter details the Host Employer will set up new starter records on Electronic Staff Record. Entering data into all fields recorded for other Provider staff such as identity checks, Occupational Health screening outcome, Criminal Record Bureau outcome, immigration;

3.3 Paying GP Specialty Trainees in line with Terms and Conditions of Service of Hospital Medical and Dental Staff and doctors in Public Health Medicine and the Community Health Service in England and Wales in the case of Secondary & Community Care placements. 
3.4 Updating current GP Specialty Trainees records as necessary e.g. employee and contractual changes, allowances and deductions, temporary variations to pay and overpayments and underpayments via the Electronic Staff Record; 

3.5 Making salary sacrifice deductions such as childcare vouchers;

3.6 Setting up and maintaining pay protection for GP Specialty Trainees where necessary;

3.7 Preserving historical records of GP Specialty Trainees who have left in line with Human Resources/payroll department timescales and according to statutory requirements;

3.8 Operating payroll deductions in accordance with Her Majesty’s Revenue and Customs and Pensions Agency regulations, (gross to net administration);

3.9 Making payment to GP Specialty Trainees bank accounts and providing pay slips via the relevant department to the GP Specialty Trainees home addresses on pay day;

3.10 Maintaining sickness records and ensure all payments are in accordance with occupational and statutory sick rules;

3.11 Maintaining necessary maternity pay records to ensure compliance with occupational and statutory maternity pay scheme rules;

3.12 Maintaining required records of any necessary unpaid leave;

3.13 Calculating industrial injury payments as necessary;

3.14 Calculating and recovering any overpayments as necessary in conjunction with the Authority Officer;

3.15 Inflating basic pay records for incremental progression and pay awards including the calculation of arrears;

3.16 Providing GP Specialty Trainees with an annual P60 form in accordance with Her Majesty’s Revenue and Customs regulations;

3.17 Ensuring that all Terms and Conditions of service are adhered to in the maintenance of GP Specialty Trainee records and payment of salaries 
3.18 Completing part 3 of P45 or form P46 for all new starters and pass to Her Majesty’s Revenue and Customs;

3.19 Updating tax codes for GP Specialty Trainees on receipt of notified changes from Her Majesty’s Revenue and Customs;

3.20 Completing P45 for leavers and forward to GP Specialty Trainee together with final pay slip and pension booklet;

3.21 Notifying the Her Majesty’s Revenue and Customs of appropriate amounts of tax and National Insurance after the end of the financial year to meet Her Majesty’s Revenue and Customs deadlines;

3.22 Making arrangements for the pay of tax and National Insurance contributions on a monthly basis in accordance with Her Majesty’s Revenue and Customs timescales;

3.23 Providing other NHS organisations with service history for GP Specialty Trainees who have taken up a new NHS post.

3.24 Calculating and paying expense claims with salary payment;

3.25 Checking expense claims include appropriate sign off from authorised officers at each Education Provider;

3.26 Managing relocation expenses where GP specialty GP Specialty Trainees are entitled to a relocation allowance;

3.27 Advising on reimbursement of expenses for GP specialty Trainees, (excluding study leave expenses);

3.28 The Host employer shall provide Pensions services to include:

· Maintaining pension records for all GP Specialty Trainees; 

· Providing regular updates to the Pensions Agency on any change in pension circumstances;

· Providing estimates to GP Specialty Trainees on request;

· Providing necessary information to GP Specialty Trainees about any changes to the Scheme;

· Determining eligibility for the purchase of added years and make appropriate deduction of all Additional Voluntary Contributions;

· Providing GP Specialty Trainees with forms to enable them to transfer pensions from other schemes;

· Responding to Pensions Agency on all matters in respect of Staff;

· In the event of an death of a GP Specialty Trainee, correspond with the next of kin or solicitor to ensure pension entitlement forms are completed and identify any balance of salary due;

· Making arrangements for the pay over of pension contributions on a monthly basis to the Pensions Agency.
4. EXCLUSIONS
4.1 The Host Employer shall not provide the following services:

· Rotation planning

· Recruitment

· Assessment

· Training design development and delivery

· Faculty development

· Career advice

· GP Specialty Trainee support that relates specifically to educational need

· The management of study leave
CONTRACT LEAD EMPLOYER CONTACT DETAILS

For the Host Employer:
Human Resources:






Richard Giles




Medical Staffing Manager
Gloucestershire Hospitals NHS Foundation Trust

Sandford Education Centre
Cheltenham General Hospital
Tel: [+44] 300 422 3144




Richard.Giles@glos.nhs.uk 

Pauline Hibbert

Medical Staffing Manager
Gloucestershire Hospitals NHS Foundation Trust

Sandford Education Centre
Cheltenham General Hospital
Tel: [+44] 300 422 2535
Pauline.Hibbert@glos.nhs.uk
For the Education Provider:

Name:

Title:

Address:

Tel:
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