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Instructions for Completing the Honorary Contract 
 
Please read the below carefully before completing this form
It is likely this form has opened as a webpage - please ensure you save the form locally on your desktop before you begin completion. Please also ensure you have opened this application form in Adobe Reader. This should happen automatically as Adobe Reader is pre-installed on most computers, except MACs. Please do not begin completing this form if it has opened in an internet browser or PDF Previewer, as this will invalidate the digital signature fields and your form will be returned for re-completion. 
 
Step by step guidance for setting up a Digital ID can be found here:
Digital ID set up guide - Click Here 
 If required, Adobe Reader is available to download for free here: 
Download Adobe Acrobat Reader Free - Click Here
 Essential guidance for MAC users can be found here: 
Electronic form guidance for MAC users - Click Here we strongly recommend MAC users follow this guidance to ensure the form has opened with the correct software prior to completion. 
 
It is essential for you to email the original electronic form back to us. Printed or scanned forms will not be accepted as this will deem the electronic signature fields unusable. If you are having problems with the form after reading the available guidance please contact gppracticepayments@hee.nhs.uk.
 
Honorary Contract guidance  -
·         It is the responsibility of the practice to arrange for the honorary contract to be completed with the trainee.  This must be returned to HEE no later than one month after the placement starts. If you are unsure of your GP Trainees placement dates, please contact your Medical Education Centre.
 
·         Please be advised that we require one honorary contract per placement.  For example, if a trainee has a 4 month innovative placement followed by a 4 month full time placement, we will require one contract per placement. 
 
·         We require one honorary contract per training year.  For example, if a trainee has a 12 month post, 6 months in ST2 and 6 months in ST3.  We will require one contract for the first 6 months placement and then another contract for the second 6 month placement.
 
·         We require one honorary contract per 12 month period.  If the placement extends past 12 months then a second contract will be required.  For example, for an 18 month placement, we will require an honorary contract for the first 12 months of the placement and then a second contract for the remaining 6 months, to be received by the office on or after the placement start date.
 
·         Should an ST3 trainee be granted an extension of training with the same practice then we will NOT require a further honorary contract.  We will just require an email informing us of the extension, detailing the placement dates and the advised WTE percentage.  Please note that this only applies to ST3 trainees who have received an extension pass the set 3 years of training.
 
·         If your trainee is on an Innovative Post (ITP), for funding purposes this is classed as a 100% GP post and the trainers grant will be paid at this rate to the practice. They are not working less than full time. Please ensure this is reflected on the honorary contract.
 
·         Please note that if your trainee is working less than full time (LTFT) you will receive the full training grant.  Please ensure that they have received LTFT approval from HEE.  If your trainee does not have LTFT approval then the training grant will not be paid.   For further information on LTFT please visit their webpage or contact the LTFT team at ltft.eoe@hee.nhs.uk.
 
Trainers Grant guidance  -
·         The trainers grant will be paid by HEE directly to the practice via BACS. Once you have returned the Honorary Contract to the GP School, this will be reviewed.  You will then receive an e-mail from the GP School which confirms authorisation of the honorary contract and prompts you to submit an invoice to SBS Wakefield.  
 
 ·         Trainees may leave a placement early for a variety of reasons.  If for whatever reason the trainee is removed we would expect outstanding monies to be repaid to HEE promptly.
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Health Education England - East Of England (HEE-EoE)  and St Helens and Knowsley Teaching Hospitals NHS Trust (STHK)
Combined Trainer Agreement, Honorary Contract and Individual Educational Agreement between GP Specialty Training Registrars (GPStR), GP Educational Supervisor/GP Trainer and Health Education England - East of England
Please complete all of the sections on this page using Adobe Reader. The Contract and Agreement will automatically be completed with this information, so check carefully that ALL the sections on this page are correct and then please electronically sign the form on page 7. The information on this page will be locked as soon as you place the first signature.    
Educational Supervisor / GP Trainer
Practice Name
Practice Address
[Address 1]
[Address 2]
[Town]
[County]
[Postcode]
GP Specialty Training 
Registrar (GPStR)
[First name]
[Surname]
National Training (NTN) Number
GMC Registration Number
Dates of GP placement
Start
Finish
[dd/mm/yyyy]
Percentage Full Time Equivalent
%
Months of Training Period
Holiday entitlement (days)
Parties to Placement
Please read through the Contract and Agreements and then electronically sign the form on page 7 and then save the form, incorporating your trainee name into the file name.  Please retain a copy for yourself, a copy for the trainer and a copy on the trainee's file at the practice.   This must be submitted by email to Health Education England -  East of England at gppracticepayments@hee.nhs.uk 
Your Training Programme is
Your Associate GP Dean is
Your GP Director is
Prof Vijay Nayar
Your Responsible Officer is
Prof Bill Irish
Your Director of Education and Quality is
Prof Simon Gregory 
Part A  - Honorary Contract and Educational Agreement
The contract will permit you to undertake duties outlined in your GP Training Programme on the premises of and using the facilities of . If your duties involve clinical or administrative duties connected with patient care you are granted access to the associated clinical and administrative records. 
You will report on a day to day basis to  for the duration of this contract. If you wish to raise concerns or complaints about your commitments under this Honorary Contract you should first raise the matter with the Practice Manager.
The terms and conditions of this honorary contract are as follows:
1.   All medical practitioners covered by this contract will be fully registered with the General Medical Council (GMC) and named on the national Performers list for the duration of this contract.
 
2.  GP Trainers will be so recognised by the Health Education England - East of England School of General Practice  
 
3.  This contract will regulate any General Practice component of a programme being undertaken in a GP placement. It will form part of the supplementary regulations enabling that training period. 
 
4.  This document will act as a supplementary/honorary contract between the above placement parties. The GP specialty trainees principal employment contract will be held by Southend University Hospital Foundation Trust contracted by a service level agreement with Health Education England - East of England. 
 
5.  At all times all parties shall make the safety and welfare of patients and NHS staff their primary concern. 
 
6.  The GP trainee must act at all times in accordance with the Lead Employer's Policies, Procedures and Guidance, in so far as they apply to this appointment, and to observe all NHS policies and procedures in respect of clinical and research activities.  The Practice reserves the right to terminate this Honorary Contract where your conduct is inconsistent with the high standards of work and behaviour expected in your continued honorary placement with the Practice.  We also reserve the right to report unacceptable conduct or performance to your employer and professional body where appropriate.
 
7.  Should the GP trainee incur loss or damage to any personal property during the period of your honorary contract in the hospitals/clinics managed by the  by burglary, fire, theft or otherwise, the Practice can accept no liability.  You are, therefore, advised to provide your own insurance cover.
General
1.  The GP Trainer will supervise and organise the period of training within General Practice for the purpose of teaching and advising on all matters appertaining to general medical practice for a period of  months from  unless this agreement is previously terminated under the provision of clause 2. 
 
2.  This agreement may be terminated by either party by giving one months notice in writing. Such notice may be given at any time. 
 
3.  The GPStRs salary will be paid by the host employer at the agreed rates as published in the Directions to HEE (GP Registrars) or other responsible Authority.
 
4.  Both parties will become and remain members of a recognised medical defence body for the purpose of the maintenance of medical indemnity for the period of this agreement. 
 
5.  The GPStR doctor will not usually be required to perform duties which will result in the receipt by the practice of private income.
 
a)  Any specific or pecuniary legacy or gift of a specific chattel shall be the personal property of the GPStR doctor. 
6.  The hours worked by the GPStR doctor in the practice, the practice programme and regular periods of tuition and assessment will be agreed between the GP Trainer and the GPStR doctor in accordance with guidance from HEE-EoE. The GP Trainer shall make provision for any educational programme organised by HEE-EoE and other activities (such as training inspection visits) as advised by HEE-EoE. 
 
a)  The hours of work shall comply with the Working Time Directive Regulations (WTDR), or any subsequent Working Time legislation. 
 
b)  The GPStR doctor will be an intrinsic part of the GP clinical team but cannot be counted as delivering service equivalent to that delivered by a locum general practitioner. 
 
c)  The GPStR doctor may be required to accompany their GP Trainer or another member of the practice team on out of hours work or other appropriate work off the practice premises. 
 
d)  The GPStR doctor should not be used as a substitute for a locum in any practice.
 
e)  Time spent in practice by the GPStR doctor should be no more than the average time spent on practice work by a full time member of the practice but should always comply with the WTDR. 
 
7.  The GPStR doctor shall be entitled to  days holiday during a 12 month period and pro rata for shorter periods, and also statutory and general national holidays or days in lieu in accordance with STHK policies. 
 
8.  The GPStR doctor is entitled to approved study leave to attend education provided for GPStRs by HEE-EoE and any other educational activity considered appropriate by the GP Trainer or Training Programme Director. a)If the GPStR doctor is absent due to sickness, they must inform the host employer and GP Training practice as early as possible on the first day of the sickness. Statutory documentation shall be provided as required for any illness lasting more than 7 days. Any accident or injury arising out of the GPStR doctor's employment in the practice must be reported to the Practice Manager, duty doctor in the Training practice and their Trainer c)If a GPStR doctor is chosen or elected to represent the profession at any recognised body or to attend an Annual Conference of the RCGP or Representatives of Local Medical Committees, the GPStR doctor in General Practice will be given facilities including special paid leave to undertake such functions and to attend appropriate meetings. The GPStR doctor must obtain the consent of their GP Trainer for such absence from duty, but consent shall not be withheld unless there are exceptional circumstances. 
 
9.  The GP Trainer will provide or organise all and any administrative and secretarial support that will be required for the GPStR doctor in General Practice to fulfil their duty requirements. 
 
a)  The GP Trainer will provide medical supervision or arrange for suitably qualified medical supervision to be available to advise the GPStR doctor at all times.
 
b)  The GPStR doctor shall undertake to care for, be responsible for and if necessary replace and return any equipment that may have been supplied by the Practice or GP Trainer at the end of the training period. 
 
c)  The GPStR doctor will apply himself/herself diligently to the educational programme and service commitments and other matter as directed by the GP Trainer in accordance with the advice of the Health Education England - East of England General Practice Training Programme and its Deans and Directors and the RCGP. 
 
d)  The GPStR doctor will utilise the RCGP trainee e portfolio to record their development of competence and learning plans as an integral part of their training programme. They will in addition complete all documentation required by HEE-EoE to enable them to fulfil any requirements of the General Medical Council for specialty training and revalidation. 
 
e)  The GPStR doctor shall keep proper records of attendances or visits by and to any patients in handwritten or electronic format as advised by their GP Trainer. 
 
 
f)  The GPStR doctor shall preserve the confidentiality of the affairs of the GP Trainer, of the partners in the practice, of the patients and all matters connected with the practice.   The exception shall be where information may be required by the Dean of Postgraduate General Practice of HEE-EoE or their nominated officer. 
 
g)  The GPStR doctor will make suitable provision for transporting themselves in order to carry out the above duties satisfactorily. Appropriate expenses may be reclaimed from the host employer. 
 
10. Any dispute between the GPStR doctor and the GP Trainer should be brought to the attention of the Training Programme Director. If the matter can not be resolved at a local level it will then proceed to be escalated within the STHK and/or HEE-EoE as appropriate. 
 
11. The terms of this contract will be subject to the terms of service for doctors as set out from time to time in the National Health Service (General Medical and Pharmaceutical Services) Regulations.
Part B - Additional Guidance Pertaining To Educational Provision 
1.The GP Trainer /Educational Supervisor will: 
Provide the GPStR with an opportunity to develop his or her skills in a safe, educationally supportive environment. Arrange an induction programme to general practice. Develop an educational plan based on the GPStR's progress to date taking account of his or her preferred learning style. Provide or organise the provision of a minimum of 3 hours protected teaching time per week. Undertake assessments (and liaise with others who may undertake the assessments) as part of the work place based assessment component of the MRCGP.  
2.  Problems arising during the course of training 
All processes in the GP specialty training programme should, in accordance with guidance from the GMC be open, transparent and accountable.
GPStRs and their supervisors (both Clinical and Educational) are expected to discuss any problems that may occur during training and work together to resolve any difficulties.
Where problems cannot be resolved both parties should seek guidance promptly from the Programme Directors and the responsible Associate GP Dean if appropriate.  Both Programme Directors and Associate Deans will explore the problem and seek to resolve this according to the appropriate educational guidelines as determined by the The Gold Guide and HEE-EoE trainee in difficulty guidelines. 
 
3.  Supervision of training in general practice 
The GP Trainer or a named deputy (another GP) will normally be available on site during the time the GPStR is consulting with patients and be available by phone when the GPStR is seeing patients at home or at other out of Practice locations during the working day. The degree of closeness of support will normally be related to the GPStR's level of experience and will be negotiated and agreed by the GP Trainer and GPStR. Clear information on how the GPStR can access this support must be made available.  
The GPStR should recognise and work within his or her level of competence. The GPStR should seek further help and support for the appropriate clinical management of patients when he or she deems this appropriate, and particularly if there are any concerns relating to patient safety.  
 
 4.  Practice Meetings   
The GP Trainer / Educational Supervisor is expected to allow GPStRs access to clinical and appropriate business meetings within the Practice as part of the educational process. 
The GPStR is expected to attend all relevant Practice based clinical meetings as agreed with the GP Trainer. GPStRs will ensure that all information covered in these meetings will be treated confidentially, both in relation to information relating to the Practice and its staff and patients. 
 
5.  Resources for learning 
The GP Trainer / Educational Supervisor and the training Practice will provide the necessary equipment needed for the GPStR to carry out his or her clinical work effectively and appropriately.
The Practice will provide effective and easy access to the internet and appropriate written materials to support the educational process and meet the information needs of the GPStR. The GP Trainer should be aware of other resources that can be accessed by the GPStR and the processes required to utilise the service.  
The GPStR will respect the property provided by the Practice, suggest how the provision of resources may be improved, and ensure the safe return of all equipment and other materials. 
 The Trust educational facilities also provide access to a range of on line and textbook facilities which are open to use by GPStRs. 
 
6. Career guidance 
The Programme Directors will also assist in giving career advice and ensure that those giving this advice are fully familiar with the career options in general practice, and are able to provide up to date information regarding these or identify other individuals within HEE-EoE who can provide appropriate advice.
 
PART C  - HEE-EoE and GP Trainer GP Specialty Training Agreement
This Agreement is between Professor Vijay Nayar; the Director of GP Education of Health Education England - East of England (“The Director”) and Dr  of , , , , ,  an approved Trainer (“The Trainer”).
Where the Trainer has, with the approval of the Director and following agreed procedures, accepted Dr   at the agreed proportion of full time of  per cent, both agree to the establishment of this agreement on the following terms and conditions:
1         During the term of this agreement, the Trainer shall use his/her best endeavours to promote the education and clinical experience of the GPST Registrar following the guidance laid down by the Health Education East of England GP School Board on the advice of the General Medical Council always accepting that the safety and welfare of patients is the first concern of every doctor.
2         The Trainer will enter into the Honorary Contract/Educational Agreement at Part A with the GPST Registrar and lodge a signed copy of that agreement with HEE-EoE within 30 days of the start date of employment.
3         The Director shall arrange to pay to the Trainer:
·         The Trainer's Grant
·         Associated additional amounts (e.g. CPD payment) according to national or regional regulations governing GP specialty training (such payments may be paid annually)
4  The Director shall instruct, and contract with STHK, to pay to the GPST Registrar such sums in respect of expenses as contained in the Directions to Health Authorities Concerning GPST Registrars under the National Health Service (General Medical Services) Amendment (No 2) Regulations 2000 which replaced Paragraph 38 of the Statement of Fees and Allowances from 1st April 2000. 
 
5  In the case of part time training, trainers' grants will be paid in full. 
 
6  The Trainer shall keep records of all sickness/compassionate absences including annual or study leave of the GPST Registrar and shall notify the STHK in writing of all recorded absence. STHK will inform the GP School should the aggregate absences exceed fourteen working days in any twelve months of training (or pro-rata for shorter periods of training). 
 
7  The Trainer will notify the Director immediately and in writing should the Honorary Contract between the Trainer and the GPST Registrar be terminated.
Any dispute between the parties concerning this agreement shall be referred to a sole arbitrator under the Arbitration Acts 1950 and 1979 nominated by the Secretary of the British Medical Association.
Signed:         
Director of GP Education and Deputy Postgraduate Dean, Health Education England - East of England
Signed:
[GP Trainer]
 
 [GPStR Doctor]
Signed:         
Delivering the Foundation 2 (F2) programme in general practice
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