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Summary 
 

 
This document outlines the Honorary Contract Policy for the Royal Cornwall Hospitals 
NHS Trust.  
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Data Protection Act 2018 (General Data Protection Regulation – GDPR) Legislation 

The Trust has a duty under the DPA18 to ensure that there is a valid legal basis to process personal and 
sensitive data. The legal basis for processing must be identified and documented before the processing 
begins. In many cases we may need consent; this must be explicit, informed and documented. We cannot 
rely on opt out, it must be opt in. 

DPA18 is applicable to all staff; this includes those working as contractors and providers of services. 

For more information about your obligations under the DPA18 please see the Information Use Framework 
Policy or contact the Information Governance Team rch-tr.infogov@nhs.net 
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1. Introduction 
1.1. This document outlines the policy and procedure of the Royal Cornwall 
Hospitals NHS Trust (RCHT) in relation to honorary contracts. 
 
1.2. This policy applies to all honorary contracts issued, including those seeking 
medical and dental placements. 
 
1.3. This version supersedes any previous versions of this document.  

2. Purpose of this Policy/Procedure  
The purpose of this policy is to outline the: 

• circumstances when an honorary contract may be issued by the Trust to 
an individual 

• process by which an honorary contract may be applied for 

• process by which an honorary contract may be issued. 

3. Scope 
3.1. This policy applies where an individual is offered a placement to undertake 
unpaid duties or observe work at RCHT but who does not hold a paid contract 
with the Trust.  This may include: 

• university or college students/employees 

• employees of research organisations or pharmaceutical companies 

• employees of other NHS organisations, private hospitals or healthcare 
providers 

• individuals on placements as part of postgraduate studies, placements to 
gain experience in a particular specialty or for career development. 

 
3.2    Please note that this list is not exhaustive so if you are unsure whether an 
honorary contract is needed please seek advice from: 

• the Medical Staffing team for medical and dental staff 

• the Research and Development office for research staff 

• Human Resources for all other enquiries. 
 

3.3   Honorary contracts will not be granted to individuals requesting access to a 
Trust system to facilitate private practice or work within another organisation. 
 
3.4   This policy does not apply to:  

• volunteers 

• school students undertaking supervised work experience 

• temporary staff employed through Kernowflex or an employment agency. 

4. Definitions / Glossary 
▪ Honorary contract - a contract issued to authorised individuals undertaking 

unpaid duties within RCHT.  
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Without an honorary contract the individual will not be covered by NHS 
indemnity and no placement should commence until this is in place. 
 
Individuals requesting an honorary contract will be subject to the same level 
of pre-employment checks as a substantive employee in line with the Trust’s 
Recruitment Policy and the NHS Employers Pre-Employment Check 
Standards. 

https://www.nhsemployers.org/your-workforce/recruit/employment-checks 
 

Where honorary contracts have been agreed, in line with this procedure, to 
indemnify individuals providing reciprocal services, clinical or non-clinical, at 
the Trust on a regular basis, i.e. visiting staff from other NHS hospitals, pre-
employment checks can be verified [confirmed in writing] with their current 
NHS employer. This information will be recorded on the Trust’s personal files 
and added to the core data held. 

 
Honorary contracts will not be agreed with any individuals requesting access 
to Trust systems to support private practice or competing organisations. 

 
The honorary contract will be time limited and will not be open ended.  The 
minimum duration of an honorary contract will, not normally, be less than one 
calendar week.  

5. Ownership and Responsibilities  

5.1. Role of the Trust  

The Trust is responsible for ensuring that it provides a safe working environment for all 
its staff and honorary contract holders, including the maintenance of facilities and 
machinery as appropriate. 
 

5.2. Director of People Services and OD  

The Director of People Services and OD and Director of Operations are responsible 
for ensuring: 

• this policy complies with current legislation, NHS guidance, and 
recognised best practice 

• all honorary contracts are recorded on the Electronic Staff Record (ESR). 
 

5.3. Role of the sponsor 

Sponsors/host departments are responsible for ensuring: 

• compliance with this policy  
 

• an honorary contract or letter of access is obtained  before allowing a non-
RCHT employee to undertake a placement within the Trust 

• appropriate duration and terms and conditions of placement are agreed 
with individual/s prior to submission of request form 

https://www.nhsemployers.org/your-workforce/recruit/employment-checks
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• a fully completed and appropriately approved request form is submitted to 
either Recruitment Services/Medical Staffing prior to the agreed contract 
start date, providing adequate notice to raise the contract 

• that all appropriate pre-employment checks are in place prior to 
commencement of the honorary contract  

• anyone in their department who is not an RCHT employee has an 
appropriate honorary contract covering them for the duties they undertake  

• the honorary contract holder is appropriately trained and supervised for 
the duties they undertake throughout the duration of the contract  

• appropriate induction is undertaken together with any relevant training 

• they continue to supervise/review the situation to ensure the honorary 
contract does not expire before the agreed end date. 

 

5.4. Role of applicants 

Individuals applying for an honorary contract with the RCHT are responsible for: 

• ensuring they clearly demonstrate that they meet all of the necessary 
requirements for the honorary contract, in line with this policy   

• demonstrating evidence of a current disclosure and barring (DBS) check 
(not more than three years old) if a DBS check is required.  The applicant 
will bear the responsibility and cost for providing an updated DBS  

• providing all requested information in a timely manner to the Recruitment 
Services or Medical Staffing Departments, co-operating fully in the 
honorary contract and pre-employment checking process as defined in 
this policy. 

 

5.5. Role of Recruitment Services and Medical Staffing  

The Recruitment Services and Medical Staffing Department are responsible for: 

• administering the honorary contract upon receipt of a fully completed 
request form 

• providing advice and guidance on the policy and process 

• notifying the sponsor or host department that an honorary contract has 
been issued in line with their request.  

 

5.6. Role of Honorary Contract holders 

Any individual issued with an honorary contract or letter of access is responsible for 
ensuring: 
 

• they comply with all relevant Trust policies and procedures during their 
contract with the Trust 

• they inform their sponsor/host department of any changes in 
circumstances that may affect the agreed terms of the contract 

• they take reasonable care of themselves and for others who may be 
affected by their actions. 



 

Honorary Contract Policy V2.0 
Page 9 of 23 

6. Standards and Practice 

The Trust honorary contract process has been segmented into the following steps. 
 
6.1. Sponsor/host department agrees placement, duration, terms and conditions and 
obtains appropriate authorisation from: 

• Medical Staffing: Director of Operations, Medical Director or Deputy   
Medical Director 

• Non-Medical Staffing: Care Group Manager/Head of Service.  
 

If an individual is currently substantively employed by another NHS Trust, the 
sponsor/host department will request written confirmation that all the required pre-
employment checks are in place. This information must be submitted to the 
Recruitment Services/Medical Staffing Department along with the completed request 
form. 

 
6.2. Sponsor/host department completes an honorary contract request form 
(Appendix 3) and submits it to the Recruitment Services/Medical Staffing department 
at least six weeks prior to the agreed contract start date.  If an individual is currently 
employed with another NHS organisation the sponsor/host department will attach 
written confirmation, that all the required pre-employment checks required are in place, 
to the request form prior to submission to Recruitment Services/Medical Staffing. 

 
6.3. Recruitment Services/Medical Staffing obtain pre-employment checks as 
indicated on the request form. 

 
6.4. Recruitment Services/Medical Staffing issue the honorary contract and provide 
sponsor/host department with one copy of the honorary contract which will include an 
honorary contract appointment form (Appendices 4 & 5). 

 
6.5. The sponsor/host department will meet with the individual on the contract start 
date to: 

• complete the honorary contract appointment form 

• forward the completed form to  workforce information c/o Payroll Services 

• complete the induction checklist (Appendix 4). 
 

6.6. The sponsor/host department will ensure that the term of the contract does not 
expire before the agreed end date. 

 
6.7. If an extension to an honorary contract is required the sponsor/host department 
will provide adequate notice and authorisation to the Recruitment Services/Medical 
Staffing team in order for the contract to be extended. 

7. Dissemination and Implementation 
7.1. A copy of the policy will be stored electronically in the Human Resources folder 
on the Trust’s document library. 
 
7.2. A copy of the policy will be circulated to HR practitioners to enable them to 
participate in and support the implementation of the policy. 
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8. Monitoring compliance and effectiveness   
Element to be 
monitored 

▪ Compliance with the process. 

Lead ▪ Recruitment Services and Medical Staffing Department. 

Tool ▪ Spot checks on records held within ESR. 

Frequency ▪ Annually. 

Reporting 
arrangements 

The results of the monitoring will be reported to the 
Associate Director of People Services. 

Acting on 
recommendations  
and Lead(s) 

The Head of Recruitment will ensure subsequent 
recommendations are undertaken including the development of 
an action plan for any deficiencies within an agreed time-frame. 

Change in 
practice and 
lessons to be 
shared 

Required changes to practice will be identified and actioned 
within three months.  A lead member of the team will be 
identified to take forward each change where appropriate. 
Lessons will be shared with all the relevant stakeholders. 

9. Updating and Review 
9.1. The policy will be reviewed by the Head of Recruitment every three years or 
earlier in view of any developments which take place that may include legislative 
changes, national policy instruction (NHS or Department of Health), Trust Board 
decision, or request by either management or Staff-Side. 
 
9.2. Where the revisions are minor, eg amended job titles or changes in the 
organisational structure, approval can be sought from the Executive Director 
responsible for signatory approval and can be re-published accordingly without 
having gone through the full consultation and ratification process. 

10. Equality and Diversity  
10.1. The Royal Cornwall Hospitals NHS Trust is committed to a policy of equal 
opportunities in employment.  The aim of this policy is to ensure that no job applicant 
or employee receives less favourable treatment because of their race, colour, 
nationality, ethnic or national origin, or on the grounds of their age, gender, gender 
reassignment, marital status, domestic circumstances, disability, HIV status, sexual 
orientation, religion, belief, political affiliation or trade union membership, social or 
employment status or is disadvantaged by conditions or requirements which are not 
justified by the job to be done.  This policy concerns all aspects of employment for 
existing staff and potential employees.  
 
10.2. The Initial Equality Impact Assessment Screening Form is at Appendix 2. 
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Appendix 1. Governance Information 

Document Title Honorary Contract Policy V2.0 

Date Issued/Approved: August 2019 

Date Valid From: August 2019 

Date Valid To: August 2022 

Directorate / Department 
responsible (author/owner): 

Recruitment Services  

Contact details: 01872 255755 

Brief summary of contents 
Management guidance on the process and 
procedure for issuing honorary contracts. 

Suggested Keywords: Honorary contract, unpaid 

Target Audience 
RCHT CFT KCCG 
✓   

Executive Director responsible 
for Policy: 

Director of People and Organisational 
Development  

Date revised: August 2019 

This document replaces (exact 
title of previous version): 

Honorary Contract V1.1 

Approval route (names of 
committees)/consultation: 

Not required - policy unchanged 

Manager confirming approval 
processes 

Associate Director of People Services 

Name and Post Title of 
additional signatories 
Chair of JCNC 

Not Required 

Signature of Executive Director 
giving approval 

{Original copy signed} 

Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet & Intranet ✓ Intranet Only  

Document Library Folder/Sub 
Folder 

Human Resources 

Links to key external standards CQC Regulation 18 

Related Documents: 

▪ NHS Employers Pre-Employment Checks 
▪ Disclosure and Barring Policy 
▪ General Data Protection Regulations 2018 

(GDPR) 
▪ Professional Registration Policy 
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▪ Recruitment Policy 
▪ Right to Work Policy 

Training Need Identified? No 

 

Version Control Table  
 

Date 
Version 

No 
Summary of Changes 

Changes Made by 
(Name and Job Title) 

March 2012  V1.0    New document 
Cath Crofts  
Recruitment Services 
Manager  

July 2017 V1.1 
   Detail updated and policy extended pending full   
   review 

Human Resources 

August 2019 V2.0 

Re-formatted in line with current Trust template 
including: 

▪ addition of summary sheet 
▪ reference to GDPR 

and updated in respect of current titles, locations 
etc. 

Cath Crofts 
Recruitment Manager 
 

 

 

All or part of this document can be released under the Freedom of Information 

Act 2000 
 

This document is to be retained for 10 years from the date of expiry. 

This document is only valid on the day of printing 

 

Controlled Document 

This document has been created following the Royal Cornwall Hospitals NHS Trust 

Policy for the Development and Management of Knowledge, Procedural and Web 

Documents (The Policy on Policies). It should not be altered in any way without the 

express permission of the author or their Line Manager. 
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Appendix 2. Initial Equality Impact Assessment Form 
 

 

Name of the strategy / policy /proposal / service function to be assessed  
Honorary Contract Policy V2.0 

Directorate and service area: 
Recruitment Services 

New or existing document: 
Existing 

Name of individual completing assessment:  
Cath Crofts 

Telephone: 
01872 25 5755 

1. Policy Aim* 
 
Who is the strategy / 
policy / proposal / 
service function aimed 
at? 

To outline the policy and procedure of the Trust in relation to honorary 
contracts.  

2. Policy Objectives* 
 

To define: 

• circumstances when an honorary contract may be issued by 
the Trust to an individual 

• process by which an honorary contract may be applied for 

• process by which an honorary contract may be issued. 
 

3. Policy – intended 
Outcomes* 
 

To ensure a consistent approach is adopted to the issuing of honorary 
contracts across the Trust.  

4. *How will you 
measure the 
outcome? 

Through monitoring absence levels across the Trust.  Please refer to 
Section 8 of the policy. 

5. Who is intended to 
benefit from the 
policy? 

Staff, the Trust and patients. 

6a Who did you 
consult with 
 
 
b). Please identify the 
groups who have 
been consulted about 
this procedure. 

Workforce  Patients  
Local 
groups 

External 
organisations 

Other  

✓     

JCNC/JLNC 

What was the 
outcome of the 
consultation? 

Revised policy agreed. 
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Are there concerns that the policy could have differential impact on: 
Equality Strands: Yes No Unsure Rationale for Assessment / Existing Evidence 

Age  ✓  
 

Sex (male, 
female, trans-gender / 
gender reassignment) 

 

✓ 

  

Race / Ethnic 
communities 
/groups 

 

✓ 

  

Disability - 
Learning disability, 
physical 
impairment, sensory 
impairment, mental 
health conditions and 
some long term health 
conditions. 

 

✓ 

 
There are no concerns that the policy will have a differential 
impact on any members of the equality groups 

Religion / 
other beliefs 

 
✓ 

  

Marriage and 
Civil partnership 

 
✓ 

  

Pregnancy and 
maternity 

 
✓ 

  

Sexual 
Orientation, 
Bisexual, Gay, 
heterosexual, Lesbian 

 

✓ 

  

You will need to continue to a full Equality Impact Assessment if the following have 
been highlighted: 

• You have ticked “Yes” in any column above and 

• No consultation or evidence of there being consultation- this excludes any policies which have 
been identified as not requiring consultation.  or 

• Major this relates to service redesign or development 

 

8. Please indicate if a full equality analysis is recommended. Yes   No ✓ 

9. If you are not recommending a Full Impact assessment please explain why. 
 

 
 
Not indicated. 
 
 

7. The Impact 
Please complete the following table. If you are unsure/don’t know if there is a negative 
impact you need to repeat the consultation step. 
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Date of completion 
and submission 

 
August 2019 

Members approving 
screening assessment  
 

 
Policy Review Group (PRG) 
APPROVED 

 

 
A summary of the results will be published on the Trust’s web site.  
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Appendix 3. Honorary Contract Checklist 
 

Please complete all sections and return to Recruitment Services/Medical Staffing Department (as 
appropriate) at The Beacon, Penventinnie Lane, Truro TR1 3LJ (behind the Helipad) Royal Cornwall 
Hospitals NHS Trust at least six weeks prior to the commencement of the contract. Failure to 
complete all sections will lead to the form being returned and a delay in contract start date. 
 

Personal Details of applicant 
Title and full name  

NI number  

Date of Birth  

Nationality  

UK Home Address  
 

Contact telephone   

E-mail  

Registration Body Number Expiry date 

Name and address of 
current 
employer/education 
establishment/       
healthcare provider 
 

 
 
 
 
If a current employee of an NHS organisation please request written 
confirmation that pre-employment checks are in place and submit with this 
form 

Placement details 

Reason for placement  

Placement title  

Details of Emergency Contact 

Title and full name  

Contact telephone  

E-mail  

Home Address  

 
Signed …………………………………………………………………….         Date: ……………………. 
 
I declare the details on this request form to be accurate and correct and that I have the necessary skills and 
abilities required. 
 
This section to be completed by Sponsor. 
 

Honorary Contract details 

Start date  End Date 
 

 

Duties to be 
undertaken ie: 
observation, 
research 

 

Name of Supervisor  
 

Department  

Location  Hours of 
placement 

 

Pre-employment 
checks 

Required - if selecting this column the 
Recruitment Services/Medical Staffing 
departments will request checks 

Provided - please sign and date if you 
have obtained satisfactory checks 

Disclosure and 
Barring (DBS) 

  

Occupational Health 
clearance (OH) 
required if direct 
patient contact 
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Professional 
Registration 

  

 
 

As sponsor you must ensure the following is available for each honorary contract request 

Recommendation From current employee/educational 
establishment/healthcare provider 

 

Verification of identification 
(two forms required inc. one 
photographic) 

Please list forms of identification  

 
I confirm that I have discussed the proposed honorary placement with the requestor and have approved the 
details outlined above. 
 
Please clearly delete/confirm as appropriate: 
 

• I confirm that the individual will be supervised at all times, will not have access to patient records and 
will not have direct patient contact 

• I can confirm that the individual will work directly with patients, unsupervised (DBS and OH 
clearance required) 

• I can confirm the individual will not have access to patient records 

• Where access to patient records is required I confirm that General Data Protection Regulations 
(GDPR) principles will be discussed  

 
Name of sponsor: ……………………………………………………….. 
 
Signed: …………………………………………………………       Date: ……………… 
 
Authorisation: 
 
Name: …………………………………………………………………………. 
 
Signed: …………………………………………………………       Date: ……………… 
 

Level of authorisation  

Type of honorary contract Authorisation required 

Medical Staffing Honorary contract Director of Operations, Medical Director, 
Deputy Medical Director 

Non-Medical Staffing Honorary Contract Care Group Manager/Head of Service  
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Appendix 4. Honorary Contract Induction Checklist 
Name: ……………………………………..  Sponsor……………………………….. 

 
Title: ……………………………………….. Department:  …………………………. 

 
Start date: …………………………………. End Date: …………………………….. 

 
 Please date and initial 

when completed 

Sponsor Honorary 
contract 
holder 

Welcome & Introduction to department   
Principles of Customer Care explained in context   
Check that received read and understood Professional Code of 
Conduct and/or Managers Code of Conduct (where relevant). 

  

Emergency Contact details obtained for inclusion in personal file   

Hours of placement detailed.   
Explain Facilities:- 

• Staff Restaurant/Coffee Bars 

• Changing areas 

• Toilets 

• Car parking arrangements 

• Public transport 

• Kernowflex 

• Hospital shops 
Other facilities relevant to this post - please state: 

  

Local Health and Safety regulations – prevention of accidents and 
fire/evacuation, including: 

• Location of, and routes to fire exits 

• Importance of keeping fire exits and routes clear and available at 
all times 

• Location of fire alarm call points and how to sound the alarm 

• Types and location of automatic fire detectors (heat and smoke) 

• Type and location of fire-fighting equipment 

• Procedures to follow if you suspect or discover a fire 

• What to do if the fire alarm sounds 

• Know how to carry out the evacuation of patients and visitors 

• Purpose and importance of fire doors 
Local fire routine. 

  

First Aid Procedures   
Highlight location of Trust policies   

Confidentiality principles discussed   

Security measures discussed, i.e. ID Badge, Key Holders, Security 
Codes, etc. 

  

Complete honorary contract appointment form and send to workforce 
information c/o Payroll Services. 
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Appendix 5.  Honorary Contract letter and Terms and 
Conditions  

 
 

 
 
«Date» 
 
Private & Confidential 
«Title» «FirstName» «LastName» 
«Address1» 
«Address2» 
«Address3» 
«Address4» 
«PostalCode» 
 
Dear «Title» «LastName», 
 
Honorary Contract  
 
I have pleasure in confirming our offer of an Honorary Contract to work within the Royal Cornwall Hospitals 
NHS Trust. 
 
Please read the terms and conditions carefully and sign both copies of this letter, returning one copy to 
«Managers_1st_Name» «Managers_Surname». 
 
This contract is for the period from «Start_Date» to «End_Date» in the «Department» department. Please report 
to «Managers_1st_Name» «Managers_Surname» who will be responsible for your supervision throughout this 
contract. 
  
Disclosure and Barring Service (DBS):  
 
It has been agreed that you will be permanently supervised for the duration of your contract, therefore you will 
not be required to provide a DBS Check. 
 
Where this offer is provisional on the outcome of a criminal record check from the Disclosure and Barring 
Service (DBS) that is satisfactory to the organisation, you will have been given a form to complete prior to 
commencement. This will include current and spent convictions, police cautions, reprimands and final warnings. 
In the event of a criminal record being disclosed to the organisation it will be discussed with you – unless the 
details are not deemed as relevant to the post you have applied for or if they have already been discussed with 
you and deemed as satisfactory to the organisation.  Failure to disclose a criminal record could lead to the 
withdrawal/termination of the honorary contract.  It has been agreed that you will be permanently supervised 
until the Royal Cornwall Hospitals NHS Trust has received a satisfactory clearance.  
 
It has been agreed that your University/employer has undertaken and received a satisfactory clearance at the 
appropriate level to enable you to conduct a work placement under an honorary contract.  
 
Remuneration: This Honorary Contract is not employment and is without remuneration from Royal Cornwall 
Hospitals NHS Trust and you are therefore not deemed to be an employee of the Trust or attract any benefits 
that an employee would enjoy. 
 
Security: You will be required to adhere to the Trust’s Security Policy. This means that on every occasion you 
attend for work on Trust premises you will be required to wear an I.D. Badge. This will be issued to you, on 
arrival, by the person responsible for your supervision. 
  

HUMAN RESOURCES DIRECTORATE 
 Recruitment Services 

The Beacon 
Penventinnie Lane 

Royal Cornwall Hospital 
Truro 

Cornwall 
TR1 3LJ 

Direct Dial:  01872 25 5755 
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The Trust cannot accept responsibility for articles of personal property, lost or stolen or damaged, including 
motor vehicles, on its premises.  You are therefore advised to cover yourself by insurance so far as you think 
proper against all risks.  Details of the Trust’s Insurance Policy are available from the Legal Department at the 
Royal Cornwall Hospital. 
 
Confidentiality: All information concerning patients and their relatives must be treated as strictly confidential 
at all times, and you may not divulge it to any other person except with the authority of «Managers_1st_Name» 
«Managers_Surname». Such authority may only be given when it is in the interest of the person concerned and 
is a necessary part of treatment.  Unauthorised disclosure of confidential information will result in the termination 
of this agreement and possible prosecution.  
 
Personal information concerning members of staff may be divulged only with their consent, or if the giving of it 
is a necessary part of official procedure.  Unauthorised disclosure of such information will result in the 
termination of this agreement and possible prosecution. 
 
Under no circumstances may any information be given to representatives of the media on any subject 
concerning the Trust’s facilities, its service users or staff, without the authority of the Chief Executive.   
Unauthorised disclosure of confidential information will result in the termination of this agreement and possible 
prosecution. 
 
Nothing in this agreement shall prevent the individual from making a lawful protected disclosure within the 
meaning of section 43A of the Employment Rights Act 1996. 
 
General Data Protection Act: Under the General Data Protection Act 2018 all staff that operate computer 
systems are required to adhere strictly to the legal requirements for confidentiality.  In particular this means 
information must not be passed on to unauthorised persons and that only personal data that is registered under 
the Act is processed.  If in doubt please ask «Managers_1st_Name» «Managers_Surname» for guidance.  
Breach of these requirements and obtaining or disclosing data other than described on the register entry or 
without authority is an offence under the Act and will result in the termination of this agreement and possible 
prosecution. 
 
Policies and Procedures: You must act at all times in accordance with the Trust’s Policies, Procedures and 
Guidance, in so far as they as they apply to this appointment, (copies of which are available in the Human 
Resources Department and on the Trust’s intranet) and to observe all NHS policies and procedures in respect 
of clinical and research activities.  The Trust 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 Trust.  We also reserve the right to report unacceptable conduct or performance to your 
employer and professional body where appropriate. 
 
Qualifications and Professional Registration: Continuous membership of the relevant professional body if 
appropriate for the professional duties undertaken is also a condition of this appointment.   
 
During your placement you will be expected to behave properly and, where applicable, in accordance with 
professional codes of conduct which have been issued to you by your professional body. 
 
If you are a qualified Nurse Independent/Supplementary Prescriber, you will prescribe in accordance with the 
local non-medical prescribing policy, Cornwall and Isles of Scilly formulary and local and national prescribing 
guidance. It is expected that all Nurse Independent/Supplementary Prescribers will prescribe within the limits 
of their individual competence.  
 
If you have a statutory requirement to be registered in order to practice your profession, and become subject 
to a fitness to practice investigation or proceedings by a licensing or regulatory body in the UK or any other 
country you must declare this information to the Trust as soon as it becomes known to you.   
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Equally if you are removed from the register or have conditions placed on your registration by the fitness to 
practice committee of a licensing or regulatory body in the UK or in any other country, you must declare this 
information to the Trust as soon as it becomes known to you. 
 
All information provided will be judged on its individual merits.  If you deliberately withhold ‘fitness to practice’ 
information deemed relevant to your employment, this will be taken into account in terms of actions taken by 
the Trust and your employer. 
 
**Indemnity 
The Trust confirms it will indemnify against any claims in relation to work carried out on patients in the Trusts 
care for the duration of this honorary contract.  For doctors/dentists in possession of Terms and Conditions of 
Employment for paid employment elsewhere within the NHS, these Terms and Conditions will govern the duties 
under the Honorary Contract in relation to performance. 
 
** Immunisations 

This contract is subject to confirmation of satisfactory health clearance.  The Trust requires you 
to comply with its Staff Screening and Immunisation Policy.  In particular you should be aware 
that any person involved in exposure prone procedures [EPP] must provide documentary 
evidence of their immunity to Hepatitis B [UK Laboratory Report, validated sample ].  Infectious 
carriers will be excluded from such work. Those who work with children and/or immuno-
suppressed patients must have their immunity to Tuberculosis, varicella and MMR assessed prior 
to commencing work. 
 
** Health 
Doctors and other healthcare workers have an ethical responsibility to ensure they do not put the 
safety of patients at risk.  If you have, or are carrying a serious communicable disease such as 
HIV or Hepatitis, of if your judgement could be affected by a condition or illness, you should 
contact the Occupational Health Department to obtain confidential advice regarding your practice. 

 
Confirmation of your immunity to Hepatitis B is required. 

 
Freedom to Speak Up: Raising Concerns Policy: Under the Public Interest Disclosure Act 1998 (as 
amended), workers are protected from any form of discriminatory action, including dismissal, where they act in 
accordance with the Act and make a protected disclosure.  The disclosure must relate to information concerning 
a criminal offence or breach of a legal obligation, a miscarriage of justice, danger to the health and safety of an 
individual or damage to the environment or a deliberate cover-up of any of these issues. 

 
If you have a genuine and reasonable concern about practices or unlawful acts at work, and wish to report this 
to the Trust in a confidential manner, you are encouraged to do so by using the Trust’s Freedom to Speak Up: 
Raising Concerns Policy. The policy sets out the rights and responsibilities of workers when raising issues of 
concern about health care matters, which are outside the scope of formal complaints or grievance procedures. 
The document may be viewed on the Trust document library.  

 
Smoke Free Site: Royal Cornwall Hospitals Trust is a Smoke Free Site. Failure to comply with the requirements 
of the Trust Smoke Free Policy (as amended) will be regarded as misconduct and could lead to formal action 

under the Trust's Disciplinary Policy and Procedure. 
 
Termination of Honorary Contract: Any act of misconduct (e.g. theft) or breach of confidentiality will result in 
the ending of your honorary contract. 
 
We wish you well. 
 
Yours sincerely  
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«Your_Name» 
Senior Recruitment Assistant 
Recruitment Services  
 
 
Please do not detach 
______________________________________________________________________________________ 

 
I confirm that I have read and accept the conditions outlined.  

 
Signed................................................................................................................. 
 
Please PRINT………………………………………………………………………..   
 
Date..…………………………………………....................................................... 
 
Please sign both forms of acceptance returning one to the person acting as your manager and keeping one 
for your own reference. 
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Recruitment Services 
The Beacon 

Penventinnie Lane 
Royal Cornwall Hospital 

Truro  
Cornwall 
TR1 3LJ 

   Direct Dial:  01872 25 5755 

Appendix 6.  Confirmation Letter to manager 
 

 
DEPARTMENT OF HUMAN RESOURCES 

             
 

«Date» 
 
Private & Confidential 
«Managers_1st_Name» «Managers_Surname» 
«Managers_Job_Title» 
«Managers_Dept» 
«Base» 

 
 
 

Dear «Managers_1st_Name» «Managers_Surname» 
 
Honorary Contract – «FirstName» «LastName» 
 
Following your request for an Honorary Contract, I am pleased to confirm that «FirstName» «LastName» will 
be commencing their Honorary Contract within the «Department» Department on the «Start_Date» until 
«End_Date».  
 
On their first day please ensure they return to you a signed copy of the Honorary Contract 
 
All Honorary Contract holders have to be issued with a Security Identity Card on their first day.  In order to 
facilitate this, could you please ensure the enclosed Application for Security ID Badge is completed and 
authorised. The individual will need to take this to the Security Office along with their contract and proof of ID 
(driving licence/passport).  
 
If the individual is on site for more than 2 months in total, they must attend Corporate Induction. Please liaise 
with the Learning and Development department to arrange this if required. 

 
Please find enclosed an Induction checklist to be completed on the first day of employment with the Trust.  
 
Yours sincerely  
 
 
 
 
«Your_Name» 
Senior Recruitment Assistant 
Recruitment Services 

 

 
 

 
 

 


