NP 05
Policy for Nurse[image: image3.png]Brent E‘ﬂE

Teaching Primary Care Trust
Working with our partners for a healthier Brent
www.brentpct.nhs.uk



 Secondment and Sponsorship Training



	Policy History
	Document Information

	Issue
PNF Approval
PEC Approval

1.0
          June 06     July 06

	Author:

PNF

Review Date:
July 2008
Reviewer:
PNF

Last edit date:


File Reference:
NP 05


Contents
1. Policy Statement.






Page  3
Rationale









Criteria

2. Introduction.






Page  3

3. Guidelines







Page  4

4. Health Care Assistants or similar to        


Page  5

a)   Pre Course Requirements.

     b)  Course Fees 

c)  Salary Replacement

d)  Employment on qualification

           e)  Discontinuation of study.

5. Criteria for secondment to Pre registration programme
Page  6

6. Sponsorship for Post Initial Qualification   


Page  7

        (specialist  practitioner course).

i. Criteria for sponsorship / secondment

ii. Provision of support during placement

7. Specialist Community Practise Teachers

 ( SCPTs).

                                                     Page   9
8. Deferment and Discontinuation 


          Page 10
9. Recruitment and Appointment of successful students     Page 11
10. Support for newly appointed successful students

Page 12
11. Appendices





i. Secondment flow chart for Pre Reg. students. 

Page 13
ii. Sponsorship flow chart for PIQ students


Page 14
iii. Application forms for internal secondment.

Page 15
iv. Letter following completion of course


Page 16

v. Protocol for management of seconded Pre Reg. Student

Page 17
1. Policy Statement

Brent teaching Primary Care Trust (tPCT) supports staff wishing to embark on further education leading to an additional or initial qualification. It provides an equal opportunity to all staff who wish to apply. 

The tPCT expects that colleagues and management ensure that a successful academic outcome is adequately supported by trust systems and professionals.

Rationale.

An effective, evidence based service delivery is dependent on the Trust being able to provide an adequately trained workforce who are motivated and demonstrate high levels of quality care to patients and clients.

Criteria.

All clinical, non professional, non medical staff employed by the Trust  are eligible to be sponsored / seconded to undergo funded professional development.  

2. Introduction
Brent tPCT is committed to the investment in training and educating staff through secondment and sponsorship.

For the purposes of this document :

i. Secondment – will refer to staff who already work for Brent tPCT and who wish to undertake initial or additional professional education, leading to a qualification. This group of staff will continue to be employed on their current salary grade, whilst they are students.

ii. Sponsorship - Will refer to staff that are recruited specifically to undertake professional training, and will be paid as laid down by their terms and conditions.

 3. Guidelines.
 The guidelines are designed to support all staff and managers working within the learning environment of Brent teaching Primary Care Trust. 

The purpose of these guidelines is to aid staff and managers regarding professional development, and with the processes involved which relate to the secondment and sponsorship of staff who wish to enter higher education.

The document contains guidelines for the five areas mentioned below. 

1. Health Care assistant (HCA) secondment to the Pre Registration Nursing Programme. (Adult, Child, Midwifery, Mental Health and Learning Disabilities branches)

2. Post initial qualification (PIQ) Sponsorship / Secondment to Health Visiting (HV) and District Nursing (DN) Specialist Practitioner programme.

3. PIQ secondment (only) to School Nursing (SN) Specialist Practitioner programme for those already employed by the tPCT.

4. PIQ secondment only to the Community Children’s Nursing Specialist Practitioner course (CCN).

5. Secondment only to the Specialist Community Practice Teaching Course (SCPT).

For each of the above areas there may be local university variations, whether they are related to the Higher Education Institute (HEI) or funding, and this document should not therefore, be read in isolation from any communication from the university of choice, or the Student Placement Facilitator.

 It also includes guidance re the recruitment of both sponsored and seconded staff following the successful completion of the specialist practitioner courses.

4. Health Care Assistant (or similar) secondment to the pre registration-nursing programme.
a. Pre Course Requirements. –  Courses usually require a specific academic entrance standard before starting any professional training i.e., access course, APEL, GCSE’s or NVQ’s. 

i. These may take up to two years to obtain. 

ii. Managers  need to be aware of any funding available for this purpose 
iii. University entry requirements for particular courses are 

available direct from the chosen university .

b. Course Fees. – The Strategic Health Authority pays for these seconded courses   

c. Salary Replacement. –   Student salaries are paid by Brent tPCT, at the existing full time band / level. 
d. Seconded students annual leave. – before commencing a course students should take all annual leave owed to them prior to the start date of the course. For PIQ students annual leave accrued during the course must be taken before commencement of new post. 

e.  Operational Management of Pre Reg. Students will need to be agreed locally

f. Employment on Qualification. – On successful completion of the course the seconded /sponsored member of staff will be expected to be available for employment for a minimum of 12 months with Brent tPCT. 

g.  Discontinuation of Studies. - Should a seconded sponsored student discontinue their chosen course, the student will be offered employment within Brent tPCT in a similar post to that of their previous role. However there is no guarantee that the student will return to their former place of work.

Students who discontinue their secondment can apply for future secondment opportunities, but they will be expected to confirm that the reason for their previous withdrawal no longer exists.

Students who fail the course and whose studies are discontinued by the university will not usually be eligible to reapply for further secondment opportunities, unless they can clearly show that more recent performance demonstrates the potential for success.

Students are required to inform Brent tPCT in writing if either they withdraw or are discontinued from their studies.
5. Criteria for secondment to the pre registration programme for staff and managers.

· Has been a resident in the UK for a minimum of three years prior to the commencement of the training programme.

· Has worked for the Trust in a Health Care Assistant role or similar for 12 months prior to the commencement of the training programme,

· Has worked for the Trust for at least 6 months prior to applying to the Higher Education institute.

· Meets the selection criteria laid down by the HEI
· Meets the selection criteria laid down by Brent tPCT

· Has the appropriate work permit if required.

· Has Occupational Health clearance.

· Has their line managers agreement.

· Has been cleared by the Trust via the enhanced criminal record check
Appointments for newly registered nurses are advertised locally via vacancy bulletins. Where possible the Trust will endeavour to support applications made to the organisation
6. Sponsorship of PIQ-Specialist Practitioner course (HV/DN/SN/CCN).
i. Criteria for Sponsorship and Secondment.

· Has been resident in the UK for a minimum of three years prior to the commencement of training.

· Has worked in Brent tPCT for 12 months prior to the commencement of the training 
· Has worked for the Trust least 6 months prior to applying to the university.

· Meets the selection criteria laid down by the university.

· Meets the selection criteria laid down by Brent tPCT.

· Has the appropriate work permit if required.

· Has Occupational Health clearance.

· Has been cleared by the Trust via the enhanced criminal record check.

All potential students applying for sponsorship from outside the Trust, will be subject to the Trusts normal recruitment procedures. 

Seconded students from within the Trust will be offered places following agreement of line manager and Professional Facilitator and Interview.

For SNs and CCNs, who are already appointed to these posts, where the number of potential students exceeds number of places for secondment,  the Professional Facilitator / Service Manager will conduct interviews to determine priority of selection.

ii. Provision of support during placement.

· Student support and line management for the duration of the course will be provided by the Specialist Community Practice Teacher (SCPT).

· Students will be invited to attend ‘Student Events’ run within the Trust by the Student Placement Facilitator.

· ‘Student Surgeries’ will be held for them and their SCPTs monthly – the dates for this are advertised in all clinical areas.

· A stipulated amount of money will be available for the purchase of books relating to the course. (NB This is not necessarily the same or available every year)
· Seconded staff, on ‘post registration’ Specialist Practitioner programmes, remain on current salaries.

 Sponsored staff (external candidates) on these programmes will be paid as per agreed Terms and conditions discussed at interview.  
6. Specialist Community Practise Teacher Programme.(SCPT)
Criteria for access to the SCPT/ Mentor Programme:

1. Must be qualified as a specialist practitioner for a minimum of two years.

2. The SCPT programme has been identified in the staff member’s professional development plan.

3. There must be agreement from the line manager.

4. They must have been in practice for at least one year with their current caseload 

5. Their case load /workload is suitable to support a student placement.

6. Each SCPT student will need a named SCPT fieldwork advisor, supervisor or ’Buddy’.

· The advisor, supervisor or buddy may be chosen by personal choice or may be allocated (depending on the university requirements)

·  The advisor, supervisor or buddy need not necessarily be of the same discipline.

· The student SCPT and supervisor must have an initial meeting prior to the commencement of the course, in order to clarify and agree the level and frequency of support needed. For some universities this is a formal signed agreement

· Learning outcomes must be set between student SCPT and SCPT supervisor at the first meeting.

7. Student SCPTs will be required to attend all Trust SCPT  

      meetings, learning sets and supervision sessions.                                                                
          8.    Deferment of the Specialist Practitioner Course.

Students can defer their course only following discussion with their programme leader, SCPT and Placement Facilitator. 

Deferment may be because of either personal or medical reasons.

Deferment will not necessarily mean access to the next course start date.
7. Discontinuation of study / failing students.
Should a seconded student discontinue their chosen course, the student will normally be found re employment within Brent tPCT. However there is no guarantee that they will be returned to their former base / place of work.

Students who discontinue their secondment can apply for future secondment opportunities, but they will be expected to demonstrate that the reason for their previous withdrawal no longer exists.

Students who fail the course, or whose studies are discontinued by the university, will not usually be eligible to apply for further secondment opportunities, unless there are extenuating circumstances and they can clearly demonstrate that action has been taken to rectify their previous performance level.
8. Recruitment and Appointment of newly qualified PIQ specialist 

   practitioners following secondment or sponsorship.

· Co ordination of appointments to suitable vacancies, for this group of staff, will be agreed jointly, by Human Resources and Managers and the applicant.

· Each sponsored or seconded student who successfully completes a specialist practitioner programme will be appointed to a vacant post.  

· All DN and HV students who are successful will not be required to undertake another formal interview, unless there is competition for a specific post or area.

· Managers can invite prospective HV /DN practitioners to an informal meeting within their cluster area prior to start date if they have not previously met.

· Managers will be invited to informal gatherings during the duration of the course in order to get to know the students; to encourage networking and promote local services.

· Successful School Nursing Specialist Practitioner and Community Children’s Nurse students, should expect to automatically return to their previous substantive post at the end of their programme.

· All students who successfully complete and register their new qualification with the Nursing Midwifery Council will be awarded the appropriate Band for the post ,  on receipt of confirmation of entry on to the register.

· All newly qualified specialist practitioners will be given half a day per week for one year, post registration specifically for professional development. For term time only contracts this will be a pro rata allocation
11.  Post Appointment Support 

Once in post, as a newly qualified practitioner, there is an expectation that all managers will provide the new appointee with: 

· A warm welcome and congratulations on their success.

· Booked access to the Trust Induction programme

· A one2one opportunity  with them within the first 2 weeks of appointment 

· A confirmed agreement for open door access should the need arrive

· Allocation of 1x half a day study for first year in post ( prorata for part time staff)

· A set date for PDR / to agree objectives, within first 3 months of appointment 

· A timetabled (for first 10 working days) comprehensive  & full local programme, relating to the activities required of that discipline

· A named mentor colleague (based at the same or nearby site) for day to day support and shadowing opportunity where necessary

· A  preceptor based elsewhere in the Trust, but of the same discipline should be nominated in order to provide professional support from the practitioners start date

·  Preceptor / mentor meetings should be diaried up (initially weekly, then fortnightly / monthly) for debriefing/ reflection opportunities, and supervision meetings for first 6 months of appointment or  longer if required by either party. The responsibility for this can be transferred to local clinical leads
This policy will be reviewed every 2 years as a minimum or more often if necessary

January 2006 
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       Appendix 2

Flow Chart for Health Care Assistant secondment to Pre Registration Programmes.
Staff member wishes to undertake further education to become a qualified Nurse.
Staff member speaks to Line manager. Appraisals and Professional Development plan confirms agreement.
If yes simultaneously..


Apply to university.                 


Apply for secondment via internal









application form See appendix
Interviews.


                                                    


Unsuccessful – return to current job
Once accepted, Manager to obtain replacement salary costs.


During the course, student to access student support surgery for assistance, and complete positive return forms which are returned to own manager monthly.


Successful completion of course and appointment back with the Trust in to a vacant post as a qualified health care professional.
Appendix 3

Application for funded secondment to Nursing Qualification opportunity

This form should be completed by all Brent tPCT members of staff who wish to further their career development with a first /additional Professional Qualification in Nursing

Please state which course you wish to be considered for:

· Community Practice Teacher (SCPT) DN



ڤ

· Community Practice Teacher (SCPT) HV



ڤ

· Community Practice Teacher (SCPT) SN 



ڤ

· Community Practice Teacher (SCPT) CCN



ڤ

· Specialist Practitioner degree programme DN


ڤ

· Specialist Practitioner degree programme HV


ڤ

· Specialist Practitioner degree programme SN


ڤ

· School Nurse Modular Programme (Brunel only) 


ڤ

· Community Children’s Nursing degree programme


ڤ

· Pre Nurse Registration programme (TVU)



ڤ

· NVQ level 3 in childhood health & care



ڤ

1. Name……………….
……………………………………

2. Current position……………………………………………..

3. Current Base……………………………………………..

4. Tel Number………………………work……………………………..home / mobile

5. Proposed start date of course…………………………………..

6. Name of Line Manager……………………………….Tel No…………………….

Please accept this application form for consideration for secondment by Brent PCT to the course identified above.

I have discussed this opportunity with my manager who is in agreement with this application

I understand that in order to secure a seconded place on the above course, there may be a selection process by interview. If successful I understand that I must undertake to return to work for Brent tPCT for a minimum of 12 months following the end date of the course.

Signed …………………………………..    Date…………………………

Please send completed form to ……………………………Students Placement Facilitator (Tel No. 8795 6037) for PIQ, and Education and Training Coordinator (Tel. No 8795 6289) for Pre Reg. Nursing Courses at Wembley CHC with copy to your line manager by January 31st for inclusion in next academic year (September same year) start. 
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Date

Dear

Congratulations on completing your nursing / specialist practitioner course at ……………………., I hope that during your training you enjoyed your placements. I note from my records that you have not taken up a  post within our Trust and am interested in finding out why.  Please can you fill out the slip at the bottom of this letter and return to me by …………..  This will help me structure career planning activities for future groups

Yours sincerely

 Director of Nursing, Quality & Clinical Governance

Please return to me by Friday …………. To Wembley Centre for Health & Care:

Student Name:  ……………………………………………..….                                 Date completed training:  ……………………………..…….

I currently working as an RN / HV / DN/:     
    
YES                             NO



If yes please state if working in:
the NHS  

YES                             NO



                                             The Private Sector             YES                             NO 

                                   

 As a regular bank/agency nurse  YES                             NO


COMMENTS:  …………………………………………………………….……………………………..….. 

…………………………………………………………………………………………….…
………………………………………………………………………………………………
Appendix 5

Protocol for Management of Seconded Pre Registration Nursing Students

Please note – systems for the coordination of funding for secondment is dependant on Strategic Health Authority funding, so will change from year to year. 

Both managers and students should be familiar with the following :-

· Sponsored places need to be commissioned by managers.

· Sponsorship is subject to service needs& demands

· Application for sponsorship is a separate and parallel process to application to the Universitiy. 

· Sponorship can only be offered at certain Universities, depending on commissioning agreements. 

· All sponsored students will be interviewed both by University and the Trust before being confirmed a seconded place.

· Priority will be given to applicants who have not previously received sponsorship.

· All successful students will be notified in writing of secondment by the Trust 

· Managers will receive copies of any communications about the sponsorship arrangements from the Education and Training Co-ordinator to the student. 

· Students should send details of start dates to the Education and Training Co-ordinator

· All students will be retained on a  similar rate of pay to their present salary (NB this is capped by SHA and subject to change) This will be confirmed by HR in the new contract that all sponsored students receive before the start of their studies. 

· Monthly positive returns will be required by the agreed manager in the normal way

· Sickness and absenteeism needs to be reported to the line manager as well as the college and / or placement, and when changes to the sponsorship are needed, also to the Education and Training Co-ordinator. 

· Students are entitled to annual leave set by the HEI.  

· All annual leave related to the existing job must be taken before the start of the studies. 

· Any out of the ordinary queries relating to issues of absenteeism will need to involve HR

· Practice issues and poor performance will be dealt by the HEI.

· Any changes in the sponsorship arrangements or the course chosen, must be communicated to the Education and Training Co-ordinator. 

· The students base will be the college campus, or placement  when on secondment.

· Travel claims cannot include mileage or fares from home to campus or placements, but can include costs incurred during placement.

· Travel claims must be submitted monthly & signed by line manager at the end of each month

· Evening and night duty rotas or unsocial hours for seconded students do not incur any additional payments.

· There may not be any additional funding for books, equipment which the student may require. 

· While on full time training, any visits to the previous place of work or requests for support with the course must be agreed with the manager in advance. 

· Trust facilities can only be used by the student with their line manager’s agreement.

· Maternity leave and other personnel issues must be discussed with the line manager & the HR manager responsible for students.

· Line managers should provide one to one opportunities for students for updates re progress on course. Any course difficulties may prompt for more formal discussion with HEI for increased support.

· On successful completion of the course newly qualified nurses are responsible for registering with the NMC. 

· Newly qualified nurses are then able to apply for posts within the Trust

· Until successful appointment to a registered nurse post, the newly qualified nurse will be guaranteed employment in the trust in a similar role and at the same salary as before they left, but not necessarily at the same base.

· Secondments last for the duration of the course only. When the course is finished the seconded student can not be guaranteed a new post with Brent tPCT.

· It is expected that former students will honour their continued commitment to the Trust for a minimum of twelve months.

· Unsuccessful students,  will be guaranteed continued employment within the trust in a similar role at the same grade as they were before starting the course, but not necessarily at the same base

�
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