Checklist BEFORE GP Trainee Joins the Practice (Practice Manager)


	GP Trainee NAME
	Date 
	Comment:

	GMC 

(check & ph.copy; scan onto GP trainee file)

Online : http://www.gmc-uk.org/register/default.htm  
	
	

	Medical Insurance 

Certificate (Medical Defence)

(check & photocopy; scan onto GPR file)
	
	

	Police Check – Child protection (CCRB)
	
	

	Check to ensure on Performance List (or application sent) 


	
	

	Financial Admin
	Health Authority Notification of employment and pay
	
	

	
	Added to practice payroll?
	
	

	
	P45
	
	

	
	Superannuation (NHS Pension)
	
	

	
	Car/Travel Allowance
	
	

	
	Telephone Priority & Reimbursement form
	
	

	
	GP trainee application to HA for nhs email address
	
	

	
	MPS / MDU Reimbursements
	
	

	Employment (work) Contract – send a copy
	
	

	Collect 

1. home phone

2. mobile number 

3. address 

Explain GP trainee responsibility to inform us of changes 

Add phone number to phone directory in EMIS/SystmOne
	
	

	Invite to show around the practice


	
	

	Add GP Trainee to EMIS/SystmOne as a USER

	
	

	Add GP Trainee to Docman/ETP/Email lists

	
	

	Ensure timetable in place and print and send to GP trainee


	
	

	GP trainee photo for the "Meet the staff" notice board 


	
	

	Invite GP trainee for a meal or previous GP trainee’s leaving do (many trainers find this helps to form bonds with their new GP trainee)
	
	

	
	
	


Signed _____________________________ (Practice Manager)                      Date ____________________

GP trainee’s Name _____________________________________________

Send copy to GP trainer
1
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A free resource from www.bradfordvts.co.uk

