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Recruitment and Selection Procedures for Clinical Academics when University of Exeter is the Main Employer
1. Purpose 
1.1. The purpose of this procedure is to ensure compliance with the obligations as set out in The Follett Report 2001 and the University of Exeter standards relating to the Recruitment and Selection of clinical academics. Compliance with these requirements is essential in order for the General Medical Council (GMC) to accreditate the University of Exeter medical courses and to ensure best practice with regards to maintaining joint partnerships between The University of Exeter and NHS Trusts/partner organisations. 
1.2. The Follett Report highlighted the fact that:

Medical Education is no longer restricted to partnerships between a university and one or more teaching hospitals. In recent years there has been considerable development of partnerships and networks with other organisations, including health authorities and community and primary care organisations.

1.3. In recognition of this, the generic terms NHS Trust/partners/body are used to include all such bodies throughout this procedure. 
1.4. The general principles of Recruitment and Selection as outlined in The University of Exeter guidance still apply. This document outlines additional information specific to the Recruitment and Selection of clinical academics.  
2. Scope

2.1. This procedure applies to the Recruitment and Selection of all clinical academics at the University of Exeter. It also applies to any recruitment which may result in the appointment of a clinical academic.  

3. Definition of a clinical academic

3.1. UCEA have defined a Clinical Academic as someone who would normally:
· have a substantive academic contract of employment with an HEI

· be required, as a condition of their employment, to hold GMC or GDC registration

· and, where relevant, a licence to practise

3.2. Many clinical academics provide services and/or have patient contact in partnership with an NHS body. Their contract of employment for this work is called an 'honorary contract'. Sometimes the clinical academic will work with more than one NHS body and have several honorary contracts.

4. Joint partnership
4.1. The first stage in Recruitment and Selection of a clinical academic must be a discussion between The University of Exeter, instigated by the line manager of the post in conjunction with the PVC, and its NHS partners about their respective needs and how these fit in with the wider business strategies of each organisation. Such discussion may include an opportunity to identify the most appropriate way forward; this could include reorganising existing structures; redesigning jobs and potentially developing new and complementary areas of clinical service and academic expertise or research.
4.2. Where new posts are to be created, the NHS partner and the PVC of the Medical School will be responsible, in consultation with relevant University of Exeter and NHS staff, for drafting a business case to support the recruitment. This will include jointly-agreed objectives for any proposed posts, the NHS job plan; a job description including the education and research elements; any leadership, management or administrative responsibilities and a person specification. For existing posts, these will be jointly reviewed, agreed and amended as necessary in line with business needs. 

5. Job description and person specification
5.1. One of the key purposes of jointly agreeing the job description is to ensure commitment to maintaining a proper balance between all elements of the post. Academic clinicians however funded should have less clinical load as compared to full time NHS consultants.
5.2. Clinical academics are expected to undertake:
· teaching (to undergraduate, postgraduate medical students and other health and social care professionals, as appropriate)

· research

· clinical service

· administration and management

5.3. The person specification should identify the essential and desirable qualifications, skills, knowledge and experience required, such as:
· education, qualifications, professional registration and revalidation status (where appropriate), membership of relevant bodies

· experience: academic, research, administrative, technical

· skills knowledge and abilities

· the level of competence required

5.4. The job description and person specification should be completed in the standard University of Exeter format. 
5.5. The NHS Trust should include a job plan within each job description. The job plan should be jointly agreed between The University of Exeter and the NHS Trust.

6. Grades and job titles

6.1. The following job titles are paid at Consultant grade at the University of Exeter:
· Senior Academic GP

· Professor (Clinical)
· Senior Lecturer (Clinical)
6.2. The following job titles are paid on the Clinical Lecturer grade at the University of Exeter:

· Clinical Lecturer

7. Job description approval
7.1. Before any vacant, new or existing clinical post can be advertised, approval must be obtained for the recruitment from the appropriate authority; this includes approval of the job description and person specification.  
7.2. For consultant level posts including Senior Academic GP’s the relevant Royal College must be contacted and written approval given. HR will be responsible for this prior to advertising. 
7.3. Approval for posts below Consultant level including Clinical Lecturers should be gained from Health Education South West (HESW/ previously The Deanery). 
8. ESR1 approval and permissions
8.1. The University of Exeter has an electronic approval system to achieve internal approval for a post; the eSR1. This will need to be completed after Royal College approval has been gained as appropriate for consultant level posts and after HESW approval for sub-consultant level posts. 
8.2. For clinical academic posts it is imperative that consideration is given at an early stage to the proposed selection panel composition. For clinical recruitment the interview panel membership is tightly prescribed. This is because the panel composition is more complicated than for other recruitments. See selection committee composition guidance below.
8.3. Before any vacant, new or existing post can be advertised, approval must be obtained from the appropriate authority, this includes job description and person specification sign off. Approval must be gained for consultant level posts and Senior Academic GP’s from the relevant Royal College. Approval for posts below consultant level should be gained from HESW. HR will be responsible for gaining approval from the relevant Royal College prior to advertising.   

9. Selection committee composition

9.1. HR is responsible for organising an appropriate panel as identified below for different grades. The line manager of the post will provide the Human Resources Business Partner with appropriate contacts. In some cases optional additional members may be considered appropriate, for instance to provide external academic advice or to represent external funding bodies or internal interests. 
9.2. In cases where more than one trust is involved a main representative from one trust should be agreed. 
9.3. In some cases it is possible for a person to act as a representative from two categories. For example only one NHS representative may be needed as this member may be both a Medical Director and a clinical specialist.
9.4. If the Medical Director of a post deems any additional panel members necessary, this will be accepted.
9.5. For Consultant level posts including Senior Academic GP’s; if the relevant Royal College representative is invited but does not wish to sit with the selection committee, this confirmation must come from the relevant Royal College in writing. Once received, the process can begin in the absence of a Royal College representative.
9.6. The panel should be gender balanced wherever possible in order to comply with Athena Swan requirements for panels. 
9.7. The chairperson of the interview panel, as a minimum requirement, will have attended recruitment and selection training. The University of Exeter encourages all those who are likely to be involved in a selection committee to attend the relevant training sessions. 

10. Professorial Consultant grade panel (Clinical Professor, Senior Academic GP)
From the University:

· Vice Chancellor to Chair Panel (or nominated representative)

· Member of the Vice Chancellors Executive Group responsible for the medical school PVC of the Medical school

· Vice Dean of Research

· Representative of Council

· Medical School HR Business Partner (or HR Director as a reserve)

· Head of Institute and/or line manager of the post
· Vice Dean of Education or their nominated representative
External representatives:

· a Royal College representative

· the NHS Trust Medical Director, or their nominated representative. It would be usual for the NHS Trust Medical Director to nominate an NHS Trust Clinician in a relevant speciality, where this is the case the Medical Director need not attend. Or where the appointment is to a consultant post in public health medicine, the Director of Public Health in the Local Authority or their representative in which the duties of the post will mainly be carried out should attend. In the case of Senior Academic GP’s the Chair of the Clinical Commissioning Group will replace this person.
· an NHS Trust clinician, in a relevant specialty

11. Non- Professorial Consultant grade panel (Senior Lecturer) 
From the University:

· Member of the Vice Chancellors Executive Group responsible for the medical school 
· PVC of the Medical school

· Vice Dean of Research or of Education
· Representative of Council

· Medical School HR Business Partner (or HR Director as a reserve)

· Head of Institute and/or line manager of the post

External representatives:

· a Royal College representative

· the NHS Trust Medical Director, or their nominated representative. It would be usual for the NHS Trust Medical Director to nominate an NHS Trust Clinician in a relevant speciality, where this is the case the Medical Director need not attend. Or where the appointment is to a consultant post in public health medicine, the Director of Public Health in the Local Authority or their representative in which the duties of the post will mainly be carried out should attend. In the case of Senior Academic GP’s the Chair of the Clinical Commissioning Group will replace this person.
· an NHS Trust clinician, in a relevant specialty

12.  Panel for posts below consultant level (Clinical Lecturer, or what about Research Fellow or  Intermediate Fellow)
From the University: 

· Member of the Vice Chancellors Executive Group responsible for the medical school to chair the panel

· Medical School PVC
· Vice Dean of Research/Education
· Head of Institute and/or line manager of the post

External representatives:

· HESW Representative

· the NHS Trust Medical Director, or their nominated representative. It would be usual for the NHS Trust Medical Director to nominate an NHS Trust Clinician in a relevant speciality, where this is the case the Medical Director need not attend. Or where the appointment is to a consultant post in public health medicine, the Director of Public Health in the Local Authority or their representative in which the duties of the post will mainly be carried out should attend.
· an NHS Trust clinician, in a relevant specialty
13. Advertising
13.1. Once approved by the relevant Royal College all Clinical Academic advertisements must be placed in a minimum of two places, one of which should ideally be a journal. Options for advertising include clinicalacademicjobs.org, the British Medical Journal website or other equivalents. The cost of advertising will be funded by the Medical School. All The University of Exeter posts will be advertised on The University of Exeter Website and jobs.ac.uk.  
13.2. Clinical academic adverts should be in line with The University of Exeter requirements. Note that though grade level should be specified in adverts, for Consultant level posts, salary level should not be specified.
13.3. To appoint a candidate from outside of the EU, The University of Exeter must satisfy the requirements of the resident labour market test. Details can be found here: 
http://www.ukba.homeoffice.gov.uk/business-sponsors/points/sponsoringmigrants/employingmigrants/residentlabourmarkettest/
If in doubt please contact the HR Adviser for the Medical School.
14. Shortlisting
14.1. The full selection committee, including representatives from The Deanery and Royal College, should be invited to be involved in shortlisting applications. 
14.2. Applications should be shortlisted against the selection criteria in the person specification of the job description, in line with usual University of Exeter recruitment processes. All applications submitted by the closing date should be shortlisted in line with The University of Exeter guidance: 

http://www.exeter.ac.uk/staff/employment/recruit/recruitment/shortlisting/

15. Interview
15.1. The full selection committee should form the interview panel. Interviews should be held in line with The University of Exeter guidance: 

http://www.exeter.ac.uk/staff/employment/recruit/recruitment/interviews/

16. Verbal offer/salary permissions 
16.1. The chair of the panel will decide who will make the verbal offer of the post.  The nominated panel member should notify the HR Business Partner of the Medical School, who the verbal offer will be made to and confirm details of the offer. 
16.2. The chair of the panel will decide who will complete the electronic PD02 form and this should then be returned to HR. The PD02 form confirms the details of the offer. This includes the name of the successful candidate, salary and start date. The form can be returned electronically or in hard copy format. 
16.3. For Consultants (Clinical)/Senior Academic GP Grades: The nominated person should notify the HR Business Partner for the Medical School that the offer has been made and accepted. The HRBP will then contact the clinical academic to request their written permission to obtain their salary details/threshold scale point from the current employer as well as any other additional payment details which may apply including increment date and for example; Clinical Excellence awards. Once written permission is obtained a letter will be sent by Human Resources with the permission attached, to the existing employer requesting those details. For Consultant level clinical academics The University of Exeter will honour the appropriate threshold progression. 
16.4. Below-Consultant Grades: The nominated person should then notify the HR Business Partner for the Medical School that the offer has been made and accepted. The HRBP will then contact the clinical academic to request their written permission to obtain their salary details as well as any other additional payment details which may apply including increment date. Once written permission is obtained a letter will be sent by Human Resources to the existing employer requesting those details. 
16.5. For sub-consultant levels appropriate increment progression will be honoured. That is, their increment date will remain the same as awarded by the previous employer. 

17. Salary/grade
17.1. The salary/grades for clinical academics are available on The University of Exeter’s website and are categorised as follows:

· Clinical consultant (though in this case the salary of the post will not be specified in the job description/person specification or advert). SAGP’s are paid at this level.

· Clinical senior lecturer/associate professor

· Clinical lecturer

17.2. Link to Clinical Academic grades: 

http://www.exeter.ac.uk/media/universityofexeter/humanresources/documents/payroll/Clinical_academic_salaries.pdf
17.3. Typically the grades used for Clinical Academics will be the ‘Clinical Consultant’ grade for those working at Consultant level including SAGP’s (for those with CCT and GMC registration/licence to practice) or Clinical Lecturer (for those below consultant level who do not have their CCT). 
17.4. The Clinical Senior Lecturer/Associate Professor grade is a grade specific to Exeter University that is not in line with any NHS grade. Importantly, despite the name of the grade ‘Clinical Senior Lecturer’ it is not paid to Senior Lecturers (as Senior lecturers are paid on the Consultant grade). 

17.5. The Clinical Senior Lecturer/Associate Professor grade will only be used at the discretion of The University of Exeter in special cases which may include when a Clinical Academic has completed their CCT but has not yet applied for a Consultant position, when the clinical academic joins from another institute and was on a higher pay scale or when a clinical academic is operating in a specialism that makes the post very difficult to recruit to (as an attraction method).
17.6. Progression on the Clinical Senior Lecturer /Associate Professor grade will not be automatic and will be at the discretion of the University of Exeter and specified in the contract. Typically anyone appointed on this grade would be expected to progress to the Consultant grade at some point where normal progression would then apply.

17.7. The salary grade at Consultant level should not be mentioned in adverts. The advert should state ‘Consultant grade’ only. 
17.8. If ever an offer is declined on the basis of salary level or it is felt a higher level offer should be made for any reason, a business case for this should be submitted to the Director of HR who must first give approval to increase an offer. 

18. Formal offer Consultants/SAGP’s
18.1. Once payment and start date have been agreed, a formal written offer will be made and a contract issued. 
18.2. If for any reason there is a delay in obtaining salary details, a contract will be issued stating that appropriate threshold point will be honoured; this will later be confirmed in writing once obtained.
19. Formal Offer of posts below consultant level
19.1. Once a verbal offer has been accepted a formal written offer will be made and a contract issued.
19.2. If for any reason there is a delay in obtaining salary details, a contract will be issued stating that appropriate increment point will be honoured; this will later be confirmed in writing once obtained.
20. Honorary Contracts
20.1. All clinicians employed by The University of Exeter, regardless of fraction size, must hold an honorary contract with the relevant NHS trust they are working with. This is important not only for a joint approach to be possible, but also for NHS indemnity purposes. The Employee Services Team will send a letter requesting an Honorary Contract to be raised with the NHS trust. 
20.2. There are separate procedures in place for when a Clinical Academic is employed on an honorary contract with the University of Exeter and holds their substantive contract with the NHS Trust. Please see the ‘honorary contracts’ procedure.
21. Employment checks
For all clinical academics offer is subject to the following employment checks: 

21.1. Health check
Clinical Academics are required to have a health check that exceeds usual requirements because of the contact that they must necessarily have with patients. This health check includes certain immunisations for example. For this to be arranged, please notify your HR Business Partner who will ensure that the clinical referral to occupational health is set up and the appropriate form (PD31 Health Check) is sent to the clinical academic for completion.  

21.2. DBS check

All clinical academics are subject to an Enhanced Disclosure and Barring Check. 

21.3. Reference checks

Three reference checks are required for all clinical academic staff. HR will be responsible for obtaining these checks.

21.4. Right to work

The usual right to work checks will apply, including obtaining a certificate of sponsorship if the candidate appointed is a migrant worker.

21.5. Qualifications and membership checks

Consultant Level

· GMC registration with a licence to practice (revalidation status and date). HR will be responsible for checking this on the online GMC specialist register prior to interview. 

· A Certificate of Completion of Specialist Training (CCT or to be eligible for this/or equivalent). Line managers will be responsible for checking this at interview.  

· Fellowship/membership of the appropriate Royal College or equivalent. Human Resources will be responsible for checking this. 
Senior Academic GP

· GMC registration with a licence to practice as a GP (revalidation status and date). HR will be responsible for checking this on the online GMC specialist register prior to interview. 

· Fellowship/membership of the relevant Royal College of General Practitioners (or equivalent). Line managers will be responsible for checking this at interview.
Below Consultant level

· GMC registration with a licence to practice (revalidation status and date). HR will be responsible for checking this on the online GMC specialist register prior to interview. 

· Fellowship/membership of the appropriate Royal College (or equivalent). Line managers will be responsible for checking this at interview.
· Where applicable an official document to confirm training status from NIHR
22. Flow chart to show stages in recruitment of clinical academics
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