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1. INTRODUCTION 

1.1 This policy has been developed to provide assurance to the Board that HR and payroll processes used within the organisation are robust, reflect best practice, and comply with NHS requirements and legislation. 
2. PURPOSE 
2.1 The purpose of the policy is to outline the Human Resource, Finance, and establishment control process for recruitment and termination of staff and changes of circumstances to ensure that these are notified to the PCT’s payroll services provider (payroll).  Payroll are then responsible for ensuring correct and prompt payment.
3. SCOPE
3.1 This document applies to all staff employed by NHS Brent.
4.  DUTIES AND RESPONSIBILITIES
4.1 Directors
Check and authorise (signature) all Establishment control forms relating to establishment changes within their directorate
Check and authorise (signature) all Vacancy control forms relating to establishment changes within their directorate
4.2 Department managers

· Complete all Establishment Control forms relevant to establishment changes in their department

· Complete all Vacancy Control Forms relevant to establishment changes in their department

· Complete sections 3 and 4 of the New Starter Form when staff commence in their department

· Complete a Notification of Changes Form when appropriate

· Complete a Notification of Termination Form as soon as possible before the next payroll cut-off date.
· Authorise travel and subsistence expenses as per the Travel & Subsistence Allowances Procedure  when appropriate 
· Authorise and forward to payroll all monthly and weekly positive returns

· Ensure all staff are informed of this policy at local induction and that they have access to a personal computer to enable them to keep updated with new documents

· Keep a log signed by the individual staff member stating that they have read and understood this policy.

4.5 All other PCT Staff

Read and understand the policy.
5.  STATEMENT OF AUDIT REQUIREMENTS AND FINANCIAL CONTROL
5.1 The system control objectives for the Human Resources and Payroll XE "Payroll"  are as follows:

· Segregation of duties must be adequate.

· Adequate physical security of data must exist.

· Any documentation used for the system must be adequately controlled.

· Information should be accurately and completely recorded in the appropriate section.

· Confirmation should be obtained on all establishment XE "establishment"  commitment.

· The establishment XE "establishment"  should be reviewed regularly for accuracy.

5.2 Management recognises that the key controls listed above can only be achieved through adherence to a system of internal XE "internal"  controls for the Human Resources, Finance, and Payroll XE "Payroll"  activities.  For the Human Resources and Payroll systems, the following procedures should be followed (see section 7):
That there is segregation of duties between:

· physical responsibility for the information / documentation and the maintenance of the data

· those arranging recruitment and those processing payroll

· those responsible for authorising establishment XE "establishment"  changes, and those responsible for the processing of such transactions
· That all leavers are properly authorised and accounted for both within HR and payroll records.

· That the establishment XE "establishment"  is reconciled and reviewed on a regular basis by the budget holder with a nominated responsible officer from Finance and HR.

· That all organisation changes are properly and fully evaluated and authorised at all levels.

· That all redundancy XE "redundancy"  decisions are fully evaluated and authorised at all stages of evaluation.

· That the systems for identifying, verifying and amending all entries relating to change of circumstance are appropriate and supported by use of the correct form.
· That the computer systems are secured against loss or corruption of data.

6. ESTABLISHMENT CONTROL 
6.1 The HR/Payroll system – Electronic Staff Record (ESR) will hold the definitive funded establishment as determined during the budget setting process. Only funded posts, together with title, and funded hours are shown on budget statements. Recruitment within each budget area can only be made to funded vacant positions recorded on ESR.
6.2 Before any changes to the agreed establishment can be made an Establishment Control Form (see appendix 5) must be completed by the line Manager and signed off by the appropriate director and involving Finance and HR.  This process will ensure that there is appropriate control at director level that funding is available, HR processes are followed, and appropriate additions and deletions are made to the establishment record (on ESR). The form is available from the intranet, and instructions contained on the form will need to be followed.  Once changes have been approved, a post number will be assigned and the necessary recruitment activity can commence.

6.3 To support the request to recruit, a Vacancy Control Form (VCF) must be submitted to the relevant Director. The VCF form must be used to recruit to established posts, extending fixed term contracts, implementing acting up arrangements, and any other alterations to terms and conditions.  The VCF form should also be used to recruiting bank workers or fixed-term interims (contractors).  See Appendix 4
7. VACANCY CONTROL
7.1 Attached to the Vacancy Control Form must be an updated job description and person specification, KSF outline and draft advertisement. An expected date of interview and details of the interview panel must also be included. The form must also contain a budget code and an account code, and proof of additional available funding (where necessary). Once signed by the relevant director, the form should be signed by the relevant management accountant and a senior manager from HR who will confirm that funding is available and that the necessary HR processes have been followed.
7.2 Once approved, the manager will be notified by HR, and arrangements made to place the advertisement on the NHS Jobs website for a period of two weeks (or until such time as a sufficient number of suitable applicants have been obtained).
7.3The use of reputable and previously used external recruitment advertising and recruitment agencies XE "Recruitment Agencies"  will be considered if no suitable candidate is identified through use of the NHS Jobs recruitment process. External advertising / agencies will only be used if they prove to be effective in respect to quality and value.  Priority should be given to those agencies which have NHS PASA approval.
7.4 All selected candidates must have two references XE "references"  taken up, and their qualifications XE "qualifications"  and registration with a professional body (where applicable) confirmed - this must be undertaken irrespective of whether the candidate XE "candidate"  was obtained directly, as a result of advertising XE "advertising" , or through a recruitment agency.  In addition, all necessary pre-employment checks - in line with the PCT’s Pre Employment Checks Policy - must be completed before offering the post. Upon satisfactory confirmation of the above process, the next stage can commence.
8. APPOINTMENT OF NEW STARTERS
8.1 Following successful appointment of a new starter XE "new starter" , the procedure to be followed for notifying HR and Payroll is  XE "Payroll" as follows.
8.2 A New Starter Form XE "Notification of Appointment Form"  (see Appendix 1) is sent by HR with the offer letter to the successful candidate to complete their necessary personal details including name, address XE "address" , bank details XE "bank details"  etc.

8.3 The form is returned by the new employee to HR to confirm their acceptance of the post and the manager is required to complete sections three and four, and sign before returning the form to HR to process.
8.4 An employee XE "employee"  record will be created on ESR by HR to ensure that ongoing payroll activity can commence. 
8.5 The New Starter Form is sent to the Payroll after it has been fully completed and authorised XE "department" .  
8.6 The payroll XE "Payroll"  services provider  XE "department" will ensure that the form is fully completed and authorised without delay.

9. CHANGE OF CIRCUMSTANCES 
9.1 For changes in employee XE "employee"  details, the Change of Employee Details XE "Change of Employee Details"  form (see Appendix,3 ) should be used.  This form should be used in the following circumstances:

· Where there is a change in the personal circumstances of the employee, e.g. address XE "address" , bank details XE "bank details"  etc.

· Where there is a change in the circumstances of employment, e.g. re-grading, change of financial code etc.
9.2 If the change is related to personal information, then the form once completed and signed by the employee XE "employee" , must be forwarded to HR to update ESR (and any other appropriate personnel records), and then HR will send the form to the payroll XE "Payroll"   XE "department" for processing.
9.3 If the change is related to employment, then the line manager completes and signs the form and passes it to the HR department XE "department" .

9.4 Any change which will incur a change in cost (e.g. re-grading) to the PCT must first be authorised by the relevant director.   A copy of the Vacancy Control Form should be attached to the Notification of Change form before processing.
9.5 All acting up arrangements will need to have appropriate approval before the period of acting up commences – forms completed retrospectively will not be approved.  

9.6 Managers seeking to re-grade a position should seek advice from their HR advisor to ensure that changes are appropriate and that wider organisational issues have been considered, including fairness and discrimination.  The Director of HR & OD will ensure that relevant are issues are considered, and will advise the Chief Executive in the case of senior positions.
9.7 If HR supports a request to re-grade a position, the line manager should provide a job description, person specification, and KSF outline to HR for job evaluation. If additional information is needed, a job analysis questionnaire may be required. 

9.8 If the outcome of job evaluation is an increase in salary, the budget holder will need to inform an appropriate finance officer to determine if sufficient funding is available to support an increase in salary.

9.9 If the finance department authorise an increase to the funded establishment, then the line manager should use the Establishment Control Form (as previously described above).  On receipt of the authorised changes on the Establishment Control Form, HR will update ESR and forward the forms to payroll XE "Payroll"  for processing.
9.10 Upon receipt of the form, HR and payroll  XE "Payroll" will check for compliance, and that the employee XE "employee"  has signed the form; HR will then enter the change onto ESR to ensure that the changes and processing is implemented correctly.

10. RESIGNATION OR TERMINATION OF EMPLOYEE
10.1 When an employee XE "employee"  leaves, the Notice of Termination Form (see appendix 2) is used to record all reasons for leaving the PCT.
10.2 The employee XE "employee"  will either notify the manager of resignation, or the employment of the employee will be terminated by the PCT.

10.3 In order to avoid overpayments  XE "overpayment" of salary and benefits,  XE "employee" all notifications of an employee leaving the PCT must be faxed or e-mailed to the PCT’s payroll XE "Payroll"  services provider  XE "department" without delay, and before the next monthly payroll cut-off date.
10.4 The Notice of Termination form must be given to the employee XE "employee"  to partially complete with their personal details, reason for leaving, and forwarding details.  
10.5 The employee XE "employee"  must sign the form and return it to their line manager for further completion / action.

10.6 The manager completes the form with details of any annual leave entitlement outstanding, final day of employment, etc.  

10.7 The manager then signs the form and sends to the HR department XE "department" . HR will update ESR and send the form to the PCT’s payroll XE "Payroll"  services provider XE "department"  for action.

10.8 The payroll services  XE "Payroll" provider XE "department"  will, upon receipt, carry out all necessary checks to ensure integrity of information and that the form has been correctly authorised.  In order to avoid overpayments, care must be taken to ensure that the employee XE "employee"  record is flagged to ensure that no further payroll activity occurs until final calculation of due monies has taken place.
11. RETIREMENT GIFTS TO PCT STAFF
11.1 A retirement gift can be purchased from Trust Funds for an eligible member of staff retiring from the PCT. Staff become eligible for a gift when they retire and have completed twenty years full-time service in the National Health Service without a break including Hospitals, Executive Councils and Local Authority Health Departments, the gift to be in kind and calculated at the rate of £5 for each completed year of service. Part-time staff are also eligible on a pro-rata basis. Please read the Charitable Funds Policy (policy on intranet), and refer to section 4.3 regarding the tax implications of such a gift.

11.2 The PCT does not fund the cost of a retirement party.

11.3 Please read the Charitable Funds Policy (policy on intranet) for details on how to apply for a retirement.

12. REDUNDANCY AUTHORISATION
12.1 Redundancies are only likely to occur where restructuring and associated organisational change is taking place.  In all such instances it is essential that the appropriate PCT policies and good HR practice is followed and that advice from the HR Directorate is sought.  As a general rule, redundancies should be a last resort, and alternatives such as redeployment should be used where staff are affected by change.  
12.2 All requests to approve redundancies or potential redundancies (where staff are placed at risk, and issued with notice) must be referred to a sub-group of the PCT’s Executive Management Team (EMT) for approval.  The membership of this sub-group will be the Chief Executive, the Director of HR, and the Director of Finance., but may also include other directors if appropriate.  The group will meet as and when required, and will be serviced by the Director of HR and OD.  

12.3 Where the total cost of the redundancy exceeds £50,000, the case will be referred to the PCT’s Remuneration Committee for approval.  The Remuneration Committee will receive a statement of costs for all redundancies including those in progress at its regular meetings.  This will include an estimate of the likely total costs and a summary of the PCT’s full potential liability.

13. TRAVEL AND SUBSISTENCE ALLOWANCE
13.1 For detailed guidance on the travel and subsistence see Travel and Subsistence Allowances Policy (available on the internet). 
14. POSITIVE RETURNS TO PAYROLL
14.1 In order that pay reflects staff attendance at work, departmental managers must ensure that positive returns XE "positive returns"  for all staff in their teams / departments are sent to the PCT’s payroll XE "Payroll"  services provider before the monthly payroll cut-of date.  Failure to comply may result in incorrect pay for staff.

14.2 The PCT’s payroll XE "Payroll"  services manager will routinely monitor compliance of positive returns, and will provide details of  XE "positive returns" late returns to HR; HR will investigate the reason for all late returns with the appropriate line / department manager.  
14.3 Areas of continued late returns may result in the HR Director contacting the relevant Director to seek future compliance.

14. MONITORING OF COMPLIANCE AND EFFECTIVENESS OF POLICY
14.1 In order that this policy and the procedures listed continue to support that the needs of the PCT, this policy should be audited at least every two years, and updated as whenever it is appropriate.  
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Appendix 1

New Starter Information

	SECTION 1:  PERSONAL DETAILS (For completion by employee)

	Surname
	
	Maiden Name
	

	Forename(s)
	
	Title (Dr/Mr/Mrs/Miss/Ms)
	
	Sex (M/F)
	

	Date of Birth  (DD/MMM/YYYY)
	
	Preferred Name
	
	Marital Status
	

	NI Number
	
	Previous Name
	

	HOME ADDRESS
	
	EMERGENCY CONTACT DETAILS

	
	
	Surname
	
	Title  
	

	
	
	Forename(s)
	

	
	
	Address
	

	
	
	

	Post Code
	
	
	Post Code
	

	Home Tel No.
	
	
	Telephone No.
	Home
	

	Mobile Tel No.
	
	
	
	Work
	

	Registered Disabled No.
	
	
	
	Mobile
	

	(if applicable)
	
	
	
	
	

	SECTION 2:  EQUAL OPPORTUNITIES MONITORING (For completion by employee)

	

	Ethnic Origin
	
	
	

	Country of Birth
	
	
	

	Nationality
	
	
	

	Work Permit No.
	
	
	Expiry Date (DD/MM/YYYY)
	

	SECTION 3:  POST DETAILS (For completion by Line Manager/Supervisor)

	Site 
	
	Ward/Dept
	

	Post Title
	
	Grade
	

	Post No
	
	Pay Scale
	
	Annual Salary
	
	Hrs/Sessions per week
	

	Date of Commencement in Post (DD/MM/YYYY)
	
	Date of Commencement in Grade (DD/MM/YYYY)
	

	Allowances
	

	Contract Type (Permanent/Temporary/Fixed Term/Bank/Honorary/Locum/Retainer Scheme)
	

	Contract End Date (if fixed term/temporary)  (DD/MMM/YYYY)
	

	Cost Centre:
	
	Account Code:
	

	SECTION 4:  CONTRACT DETAILS (For completion by Line Manager/Supervisor)

	Date of Commencement with Trust (DD/MM/YYYY)  
	
	Working Time Regulation Opt Out (Y/N)
	

	Date of Commencement with NHS (DD/MM/YYYY)  [regardless of breaks in service] 
	
	Date of Birth Verified (Y/N)
	

	Professional Registration Verified (Y/N)
	
	Work Permit Verified (Y/N)          
	

	

	SECTION 5:  PREVIOUS EMPLOYMENT (For completion by employee)

	EMPLOYER NAME
	POST HELD
	DATE FROM (DD/MM/YYYY)
	DATE TO

(DD/MM/YYYY)

	
	
	
	

	
	
	
	

	
	
	
	

	SECTION 6:  PROFESSIONAL REGISTRATION (For completion by employee)

	Awarding Body (GMC, NMC etc)
	

	Professional Registration No.
	
	Date Obtained (DD/MM/YYYY)
	
	Expiry Date (DD/MM/YYYY)
	

	Medical Staff Only

	Type of Registration (Full/Limited/Provisional/Temporary)
	

	SECTION 7:  NHS PENSION SCHEME (For completion by employee)

	This section must be completed

	Do you wish to join the NHS Pension Scheme?  

	YES/NO
	

	If you do not state your intentions, you will automatically be entered into the NHS Pension Scheme.


	SECTION 8:  PAYMENT (For completion by employee) 

	This section must be completed


	FOR PAYMENT INTO A BANK
	
	FOR PAYMENT INTO A BUILDING SOCIETY

	Bank Name
	
	
	Building Society Name
	

	Branch Name
	
	
	Branch Name
	

	Branch Address
	
	
	Branch Address
	

	
	
	

	
	
	

	Account Name
	
	
	Account Name
	

	Account Number
	
	
	Account Number
	

	Sort Code
	
	
	Sort Code
	

	NOTE TO MANAGER:  PLEASE ENSURE THAT ALL SECTIONS OF THE FORM ARE COMPLETED BEFORE SIGNING AND RETURNING TO HR TEAM, WEMBLEY CENTRE, 116 CHAPLIN ROAD, HA0 4UZ


	

	Employee’s Signature
	
	Date
	
	

	Manager’s Signature
	
	Date
	
	

	Manager’s Name in Block Capitals
	
	
	
	

	Manager’s Post Title
	
	
	
	

	

	

	ACTIONED BY:
	HR
	
	Date
	
	Personal Number
	

	
	Payroll
	
	
	
	
	

	


Appendix 2

Notice of Termination
	SECTION 1:  EMPLOYEE’S DETAILS (For completion by Line Manager/Supervisor)

	Personal No
	
	
	
	
	

	Surname
	
	
	Forename(s)
	
	

	Post No
	
	
	Post Title
	
	

	Ward/Department
	
	
	Hospital/Site
	
	

	Termination Date
	
	
	Last Working Day
	
	

	(inclusive of annual leave (see below)

	Annual Leave Owing/Taken in Excess of Entitlement (included above)
	
	days/hours

	Address and Phone Number for Future Correspondence:

	
	
	

	
	
	

	
	
	

	SECTION 2:  REASON FOR LEAVING (For completion by Line Manager/Supervisor)

	
	DISMISSAL
	
	END OF FIXED TERM CONTRACT
	
	VOLUNTARY RESIGNATION
	
	

	
	Capability
	
	End of Fixed Term Contract
	
	Adult Dependants
	
	

	
	Conduct
	
	Completion of Training Scheme
	
	Child Dependants
	
	

	
	Statutory Reason
	
	External Rotation
	
	Better Reward Package
	
	

	
	Other Substantial Reason
	
	End of Work Requirement
	
	Lack of Opportunities
	
	

	
	
	
	Initial Pension Ended
	
	Health
	
	

	
	RETIREMENT
	
	Other
	
	Incompatible Working Relations
	
	

	
	
	
	
	
	Work Life Balance
	
	

	
	Age
	
	REDUNDANCY
	
	
	
	

	
	Ill Health
	
	
	
	OTHER
	
	

	
	Voluntary Early Retirement
	
	Compulsory
	
	
	
	

	
	
	
	Voluntary
	
	Pregnancy
	
	

	
	
	
	
	
	Death in Service
	
	

	SECTION 3:  DESTINATION ON LEAVING (For completion by Line Manager/Supervisor)

	NHS Organisation *    
	
	
	Prison Service
	
	
	
	Other Private Sector
	

	General Practice   
	
	
	Other Public Sector
	
	
	
	Abroad – Non-EU Country
	

	Education Sector   
	
	
	Abroad – EU Country
	
	
	
	Social Services
	

	Self Employed    
	
	
	Return to Practice
	
	
	
	Armed Forces
	

	Education/Training
	
	
	Private Health/Social Care
	
	
	
	No Employment
	

	* NHS Organisation (if applicable)
	
	
	

	SECTION 4:  NHS PENSION SCHEME (For completion by employee)

	Is a refund of NHS Pension Scheme contributions required?  (YES/NO)
	
	

	
	NOTE TO MANAGER:  PLEASE ENSURE THAT ALL SECTIONS OF THE FORM ARE COMPLETED BEFORE SIGNING AND RETURNING TO THE HR TEAM, WEMBLEY CENTRE FOR HEALTH & CARE, 116 CHAPLIN ROAD, WEMBLEY, MIDDLESEX, HA0 4UZ.
	

	Employee’s Signature
	
	
	Date
	
	

	Manager’s Signature
	
	
	Date
	
	

	SECTION 5:  LEAVER’S CHECKLIST (For completion by Line Manager/Supervisor)

	Lease car 
	
	
	ID Badge 
	
	
	
	Uniform
	
	

	Parking Permit
	
	
	Mobile Phone 
	
	
	
	Parking Permit
	
	

	Prescription Pad
	
	
	Laptop
	
	
	
	Library Card / Library Books
	
	

	

	Remote access Token Returned    [Yes/No/Not applicable]
	
	

	Other Trust property (please specify) e.g., keys etc.
	
	

	Please ensure that you have recovered all the above items by the employee’s last working day.

	

	Employee’s Signature
	
	
	Date
	
	

	Manager’s Signature
	
	
	Date
	
	

	Manager’s Name in Block Capitals
	
	
	

	Manager’s Post Title
	
	
	

	

	

	

	ACTIONED BY:
	
	HR
	
	
	Date
	
	
	
	

	
	
	Payroll
	
	
	Date
	
	
	
	

	

	

	Please ensure that all sections of the form are fully completed and returned to:-

HR Team
Wembley Centre for Health & Care

116 Chaplin Road
Wembley, Middlesex, HA0 3HF

**************************

**************************

at least one week and more usually one month before the actual last working day.

Please retain a copy of this form for your employee’s personal file.

Any incomplete/illegible forms will be returned immediately and will not be actioned.  This may cause incorrect payments and failure to issue the P45 at the correct time.

Managers should advise staff that, in this situation, a correction to their pay and delivery of their P45 will 
be one month later than expected.


Appendix 3
BRENT PRIMARY CARE TRUST
Notification of Changes in Status and Conditions

	

	
	Employees Name:
	
	

	
	Employees Job Title:
	
	

	

	

	Select one of the following letters (tick box), complete line and add date(s):

	A)
Change of Hours:
	 FORMCHECKBOX 

	Old Hours:      
	
	New Hours:    
	

	

	B)
Acting Up Allowance:
	 FORMCHECKBOX 

	Current Grade:     
	
	Acting as:
	

	

	C)
Shift Allowance:
	 FORMCHECKBOX 

	1 weekend in 4 (5%)
	
	2 weekend in 4 (10%)
	

	

	D)
Extension to Fixed Term Contract:
	 FORMCHECKBOX 

	How Long?

6 months
	
	12 Months
	

	

	E)
Maternity Leave:
	 FORMCHECKBOX 

	
	F)       Paternity Leave
	 FORMCHECKBOX 


	

	G)
Compassionate Leave:
	 FORMCHECKBOX 

	
	H)
   Approved Unpaid leave:
	 FORMCHECKBOX 


	

	I)
Change of Grade:
	 FORMCHECKBOX 

	From
	
	To
	

	

	J)
Other (please state)
	

	

	From (Date):
	
	From (Date):
	

	

	Additional Comments:


	

	Manager’s Name:
	
	Signature:
	

	Title:
	
	Date:
	

	

	For HR ONLY:

	Hospital Site:
	
	Personal Number:
	

	Department:
	
	Band:
	

	Authorised (Name):
	
	Signature:
	

	Title:
	
	Date:
	

	

	


Appendix 4
Vacancy Control Form
Please complete all sections of this form.
Once you have all the required signatures and documents attached, please forward to Violet Gibson, Human Resources to be considered for authorisation 

	Directorate


	Manager’s name

	Job Title:

Grade of Post:  
	Post holder’s name (current/most recent post holder)

	Reason for request:

 FORMCHECKBOX 
 Request to recruit (* important see section below)
 FORMCHECKBOX 
 Outcome of consultation confirmation / new establishment
	 FORMCHECKBOX 
 Request to extend contract



	Is this post(s) part of the current establishment?
	Yes / No

	Is this post related to a POD? (Please give details)
	Yes / No

	Confirmation & evidence of funding including on-costs (For externally funded posts only) 


	Attached:    Yes / No

	Budget Details:

	Cost Centre:  (6 digit cost centre code)
	

	Confirmed Establishment for budget (total):
	WTE
	Staff in Post:    
	WTE

	Account Code:

(5 digit account  code)
	Account Description
	Agreed Establishment

WTE
	Staff In Post

WTE

	
	
	
	

	
	
	
	

	Details regarding post, please include:

	Number of posts:

Hours of work:

Nature of contract: Permanent / Fixed Term/ Bank / Agency:


	Duration of contract:  

Salary: Banding  or Hourly / daily rate:

Other



	Brief description of duties

	Financial Implications.  (please refer to guidance)  [For redundancies, payback period must be indicated & evidence of redeployment options explored are to be included]



	Reason for requesting recruitment (please include risks of not recruiting)




Requests to Recruit

For all requests to recruit please ensure that the following information is attached as part of this authorisation process:

	(
	Updated Job Description (including confirmed job banding) Person Specification

	(
	KSF Outline

	(
	Proposed Interview Date and panel (please state) 


The above information is essential in order to proceed with your request to recruit.

	Authorisation levels:

	1
	Director’s Signature
	Name
	Date  

	
	
	
	

	2
	Finance Manager’s Signature
	Name
	Date  

	
	
	
	

	
	Approved

Not Approved

Pending
	
	


Appendix 5 – Establishment control form
[image: image1.emf]ESR 1

SECTION 1 - POST DETAILS (for completion by budget holder/line manager)

Is this a request for a New Post or an Amendment to an Existing Post 

or a request for a Vacancy Authorisation? 

Post Title.

Directorate

Division

Work Place Location e.g. Wembley, Willesden, etc.

Payslip Delivery Address (Department)

Pay Scale / Band Headcount NEW POST Revised

Medical Staff Banding Full Time Equiv Hours

Trust Grade Hours Revised Full Time Equiv.

Registration & Membership Body

Cost Centre Account Code

Post Expiry Date or Length 

of Contract(if Fixed Term)

Care Group (Please Select)

Name of previous Post Holder if applicable

Reason for Post /

Amendment or Other

Additional Information.

Managers Name (Budget Holder)

Managers Post Title

Supervisor / Appraisers Name Date

Originators Name

SECTION 2 - Director / Deputy Director Approval

I confirm that the above detailsa are correct and I declare the following:

Approved Substantive

Not Approved Not Approved 

Approved but as Temporary Then Enter Expiry Date

 (held for redeployment)

or Length of Contract

Director / Deputy Director Name

Date

SECTION 3 - Finance Manager Approval

Funding Approved?

Progress without funding?

Post Expiry Date

Source of Funding

Finance Manager Name Date

If funding is available Finance Manager to e-mail to HR Manager for approval. If funding not available return to originator.

SECTION 4 - HR Manager Approval

Approved Substantive Not Approved Not Approved 

Approved but as Temporary Enter Expiry Date  (held for redeployment)

HR Manager Date

SECTION 5 - Finance (Finance to update funded establishment for positions on Finance database)

       FTE amended on Finance department's information system

Date

After completion of Section 5 Finance to e mail to: workforce@brentpct.nhs.uk, and line manager.

SECTION 6 - Payroll Details for completion by Workforce

Post Status (Proposed / Active) 

Pay Scale Within Band Spine Point

Standard Weekly Hours / Sessions / PA's for Band / Grade

ACTIONED BY:

System Administrator Signature Date

Position  Number

ESR New Post/Amendment to Existing Post/Vacancy Authorisation 

If Post exists or is 

vacant, please quote 

existing Position No.



Ward / Department



EXISTING POST FTE

+ or - FTE



Post Start Date/Effective 

Date (if known)



Post Type (Pooled, Shared or Single)



After completion of Section 2 Form please e-mail to your Finance Manager who will confirm if funding is available.



After completion of Section 1 please e-mail to your Director. 



After completion of Section 4 Form please e-mail to the Director.

After completion by ESR system administration, please e-mail to originator.  



After completion of Section 6 (FOR NEW POSTS ONLY) - please e-mail to: esrsystemsadmin@brentpct.nhs.uk  


Appendix 6

Flowchart of Post Creation/Amendment – Form ESR1 Procedure










Appendix 7: Equality impact assessment

	
	
	Yes / No
	Comments

	1.
	Does the policy/guidance affect one group less or more favourably than another on the basis of:
	
	

	
	· Race
	No
	

	
	· Ethnic origins (including gypsies and travellers)
	No
	

	
	· Nationality
	No
	

	
	· Gender
	No
	

	
	· Culture
	No
	

	
	· Religion or belief
	No
	

	
	· Sexual orientation including lesbian, gay and bisexual people
	No
	

	
	· Age
	No
	

	
	· Disability - learning disabilities, physical disability, sensory impairment and mental health problems
	No
	

	2.
	Is there any evidence that some groups are affected differently?
	No
	

	3.
	If you have identified potential discrimination, are any exceptions valid, legal and/or justifiable?
	N/A
	

	4.
	Is the impact of the policy/guidance likely to be negative?
	No
	

	5.
	If so can the impact be avoided?
	N/A
	

	6.
	What alternatives are there to achieving the policy/guidance without the impact?
	N/A
	

	7.
	Can we reduce the impact by taking different action?
	N/A
	


If you have identified a potential discriminatory impact of this procedural document, please refer it to the PCT’s Equality and Diversity Advisor, together with any suggestions as to the action required to avoid/reduce this impact
Appendix 8: Policy ratification and publication flowchart
	Draft policy




                                                      ↓

	Policy agreed at Risk Management Group via email voting button



                                                      ↓

	Policy ratified by the EMT/Board



                                                      ↓

	Policy uploaded to the intranet




                                                      ↓

	Publicity of policy

Send to Communications Department for Communication Bulletin and team brief.  Policy discussed at meetings e.g., senior directorate meetings




                                                      ↓

	Present at staff forums / meetings e.g. Senior Directorate Meetings




                                                      ↓

	Present at staff forums / meetings e.g. Senior Directorate Meetings




                                                       ↓

	Effectiveness of policy to be monitored through user feedback



A = White British/Mixed British�
J = Asian Pakistani/British Pakistani�
�
B = White Irish�
K = Asian Bangladeshi/British Bangladeshi�
�
C = White Other�
L = Asian Other�
�
D = Mixed White/Black Caribbean�
M = Black Caribbean�
�
E = Mixed White/Black African�
N = Black African�
�
F = Mixed White/Asian�
R = Chinese�
�
G = Mixed Other�
S = Other Stated Origin�
�
H = Asian Indian/British Indian�
�
�
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ESR1 Form raised by Head of Department/budget holder





If approved ESR1 Form forwarded to Workforce Information and Planning for action





If not approved ESR1 Form returned with email to relevant director





Decision e-mailed by secretary to Director of HR to Head of Dept/ Service Manager with copy to Finance Manager and Recruitment Office





Log completed by secretary to Director of Human Resources





Request reviewed the following Tuesday by Director of Finance and Director of Human Resources 





Request logged by secretary to Director of Human Resources





ESR1 Form returned to relevant Director. If not approved return to Head of Department. If approved forward to Director of Human Resources.





ESR1 sent to Finance Manager for conformation that funding is available





ESR1 Form forwarded to the Director of Human Resources
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