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INTRODUCTION

From 1 April 2020 departments were able to manage their own external learning and
development opportunities.

Service managers will be able to decide on any requests for training, these will be funded
through their own budgets.

Each division has received an extra sum of funding to help support requests which don’t
routinely sit within the internal training provision (available on ESR).

SCOPE

This Standard Operating Procedure is aimed at all substantive, permanent staff, including
service managers, matrons, therapy lead, team leaders, clinical leads, practice managers,
GPs, Allied Health Professionals (AHPS), nursing associates, nursing staff, support staff,
social workers, support workers, pharmacists and technicians and administration staff.
These are staff from all service areas within the Community & Primary Care division. There
may also be an agreement to support training for bank staff that are regularly working in an
area and where it is agreed that training to improve skills and knowledge would benefit
patient care.

This Standard Operating Procedure should be applied when a member of staff requests
training additional to that required as mandatory for their role.

DUTIES AND RESPONSIBILITIES

Chief Executive
The Chief Executive will assume overall responsibility for ensuring the Trust has appropriate
arrangements in place for the equitable division of the allocated training budget.

Director of Nursing

The Director of Nursing has delegated responsibility for ensuring the division has in place
appropriate procedures for responding to training requests and the equitable allocation of
the training budget.

Finance Department

The Finance department will divide the training budget received into the division equitably
over the service areas based on number of substantive, permanent staff within each service
area.

The allocations will be placed into the separate identified budgets.

Service Managers and Matrons

Service managers and matrons are responsible for the implementation of this procedure in
their clinical areas and ensuring that systems are in place to achieve the standards within
this procedure.

Clinical Networks

Training requests are taken through the relevant Clinical Network Group (CNG). The CNG
responds to the training request presented, considers if the request falls within the scope of
the team/service/area of work and agrees or rejects the request (giving rationale for
rejection).
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The CNG administrator records the decision in the meeting minutes and on the training
application form and adds the course/training details and source of funding (i.e. Health
Education England (HEE), Continuing Professional Development (CPD) or the training
budget) to the training funds allocation spreadsheet.

The administrator of each CNG will keep a record (spreadsheet) of funding allocated to
ensure continued equitability and safe management of the budget which will be shared with
Finance and the Professional Education Lead following the CNG each month.

Team Leaders, Clinical Leads and Practice Managers
Team leaders, clinical leads and practice managers are responsible for undertaking annual
appraisals with staff and recording training needs within this.

At the end of the appraisal period a team/service training needs analysis should be
completed to determine the team training needs for the following year.

Team leaders, clinical leads and practice managers should ensure that all requests are in
line with the team’s assessed training needs.

Team leaders, clinical leads and practice managers should ensure that all training requests
are submitted on the training and development application form to the service manager,
clinical lead or matron to take to the relevant CNG for consideration and approval.

All Staff
All staff should ensure that they partake fully in the appraisal process which includes;
e Ensuring that they have a personal development plan which is agreed with their line
manager and supports the service vision and goals
e Taking responsibility for a commitment to self-development in the spirit of Caring,
Learning and Growing Together
e ldentifying (in conjunction with their line manager) any training needs relevant to their
role and development (including initial completion of the training and development
application form)

Learning & Development Team
Responds to the learning requests that fall within their scope of responsibility (Appendix 1).

PROCEDURES
(Refer to Appendix 2.)
1. Appraisals for all staff should take place within the Trust stated review period.

2. Learning and development needs should be formally identified and recorded at this
and/or the mid-point review stage and should link to Trust values and
Service/Team/Role
requirements.

3. The staff member should seek to identify the appropriate training and complete the
training and development application form (Appendix 5) for training requests (that are
not mandatory to the role. Training will be funded via HEE, from CPD monies or the
training budget. If any course is funded via HEE it will state HEE workforce
development funding (SSPRD).
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4. The training and development application form should then be presented to the
relevant CNG for consideration.

5. The CNG can consider the application virtually if the training request does not fall
within the timescale.

6. The CNG approves/rejects the request.

7. The administrator of the CNG completes the relevant section of the training and
development application form on behalf of the CNG and returns the form to the
applicant.

8. The administrator of the CNG records the training course details and the source of
funding (i.e. HEE, CPD monies or the training budget) onto a training funds allocation
spreadsheet.

9. The applicant must work with their admin to book a place on the training and order
the training on Oracle (see Appendix 3 and Appendix 4). If the course is HEE funded
it does not need to be added to Oracle and an invoice is not required. The
universities are paid direct by HEE and the university will ask the member of staff to
ask the Professional Education Lead to sign their university application form.

The applicant should submit their training application request in a timely manner to
allow for the request to be processed and to allow for the training to be booked and
paid for in advance of the start date if required.

The applicant must not book onto a training course unless they have received
approval from the CNG.

MONITORING COMPLIANCE

The CNG lead, in conjunction with service managers will periodically review the budget and

allocations to ensure equity across all service areas and that allocation of funding remains
within the budget.

RELATED POLICIES/ LINKS

e Appraisal Policy ref: HR-010

e Learning and Development Policy ref: HR-019

e Statutory and Mandatory Training Policy ref: 4.06

e Humber Training Department Intranet Page

e Apprenticeship Policy HR046

e ESR Employee Self-Service Intranet Page
REFERENCES

Health Education England Continuing Professional Development (CPD) Funding Allocation
for Nursing Associates, Nurses, Midwives and AHPs in NHS Organisations.
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Appendix 1 - Learning & Development within Humber Teaching NHS
Foundation Trust

Learning & Development Team (L&D)

Statutory/mandatory - delivered through L&D via face-to-face or online supported with
contributions by Trust wide staff.

Essential training - BP, Falls training etc. delivered through L&D via face-to-face or online
supported by Trust-wide staff.

Support Staff Learning and Development Funding — this is Health Education England
(HEE) funding for support staff to develop and enhance skills and career progression. This is
managed & allocated by L&D.

Trust-wide apprenticeships — coordinated & managed by L&D.

Professional Education Lead (Practice Education Team)

CPD funding central funding from Government via HEE to support the NHS long term plan
and develop new clinical skills — the allocation of this will be done via Professional Education
Lead.

Specialist Skills Post Registration Development (SSPRD) supported by funding from
HEE this covers some university courses & post-registration professional courses i.e., district
nursing, non-medical prescribing etc. via Professional Education Lead.

Post-registration programmes — DN, ACP, SCPHN, via Professional Education Lead.

Non-Medical Prescribing Course Request via the Non-Medical Prescribing Lead/Medicine
Optimisation Lead Nurse.

Apprenticeships — professional pathways leading to recordable professional qualification
i.e., nursing, AHPs, social work, nursing associate via Professional Education Lead and
professional leads for each discipline and funding via Apprenticeship levy (this will be
supported by the Trust apprenticeship manager).
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Appendix 2 - Training Request Flow Chart

Training needs determined at
appraisal or mid-point review.
Appraisee to research
course/training details

Appraisee to complete the
training and development
application form and submit
to the team leader, clinical

lead or practice manager for
authorisation

Service manager, clinical lead or
matron takes authorised application
form to the relevant CNG
(Community
Services/Addictions/Primary Care) for
consideration (application can be
considered virtually if does not fall
within the timescale)

CNG approves/rejects
the training request.

Administrator for the CNG
completes the application
form on behalf of the CNG
and returns form to the
applicant.

Administrator for the CNG
records training course
details and source of
funding (i.e. HEE, CPD or
the training budget) onto a
training funds allocation
spreadsheet.

Applicant seeks support from
admin in their team to book the
training and add a non-catalogue
request to Oracle against their
team budget code (except when
course is HEE funded).

Administrator for the CNG sends
a copy of their training funds
allocation spreadsheet to

Finance and the Professional
Education Lead following the
CNG each month.
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Appendix 3 - Ordering Training on Oracle

» Applicants should not book training with the provider until the training request has
been approved by the Clinical Network Group (CNG).

» The applicant must provide full details to the admin within their team ordering the
training. The admin can then add a non-catalogue request to Oracle for a requisition
to be raised by our supplies department. Details must include the full title of the
training course, date of the course, delegate name, total cost (excluding VAT as that
will be added by Oracle as appropriate) and correct billing name of the supplier
(training provider). The team’s budget code should be used when ordering training.

There are 2 ways to book training:

» Option 1
The requisition triggers an online booking that must be paid by credit card. In that
case the requisition must contain all relevant information to facilitate such a booking.
However, if there are multiple delegate questions to be answered on the training
supplier portal then our supplies department may go back to the requisitioner to ask
them to log in and at the point a credit card payment is required the supplies
department will help the requisitioner complete the booking.

» Option 2
Alternatively, if the booking can be done on Oracle i.e., the supplier is set-up on
Oracle and is happy to accept a purchase order and then invoice the Trust, the
supplies department will process the requisition. In some cases, supplies may need
to raise a PO number and then send this back to the requisitioner so they can add
the PO number to the booking portal. If a purchase order is required to make the
booking, admin should ask that the purchase order is emailed to them by supplies in
the ‘note to buyer’ field on Oracle.

Please refer to the Appendix 6 for the full procedure details.
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Appendix 4 - Step-by-step guide on how to raise a non-catalogue requisition
for training on Oracle

1. On the main Oracle screen, select Non-Catalog Request.

ORACLE" IProcurement

A Nawgator v ® Favomes v Shopping Cart Home Logout Help Preferences

ETworK (v [ Advanes) Search

Searth |NHS TRADING NI
Shopping Cart
Stores Your carl is smply,
NHS IRADING NE [ WORK RWY Smart Forms - Genesal
(Oick an the above link for the Cataqory Hierarchy) ECATALOLUE
[Chik here W search for dems) Purchasing News
My Requisitions Welcome 1o iProcurement
Full 1 it NHS SES has been workng very

dosehy with our customers to

2. On the next screen complete the Non-Catalog Request fields.

» Select the relevant ‘Item Type’ in the drop-down box i.e., Goods or services
billed by amount.

[ € OracleiProcurement: Shop x | + = (] X
& G I € | O nhttpsy//nww.finsys.sbs.nhs.uk:4486/0A_HTML/OA jsp?page=/oracle/apps/icx/icatal... 8 o= :

ORACLE' iProcurement

M Navigatorv B Favorites v Shopping Cart Home Logout Help Preferences

Shop | Requisitions | Receiving
Stores | Non-Catalog Request

Non-Catalog Request
Indicates required field Clear All | | Add to cart ‘ Your cart is empty.

* Item Ty Goods or services billed by amount VL4 ) [CINew Supplier

se [ |4
caegoy [ | Q Contactame [ ]
* Amount ] phone [ |
- curreney [GaP V] sopprertem [ |
e [ ]

Clear All | | Add to Cart |

Shop Requisitions Receiving Shopping Cart Home Logout Help Preferences

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.

Humber Teaching NHS Foundation Trust
Community & Primary Care Learning and Development (SOP20-058)
Version 2.1, March 2023 Page 9 of 21



» Complete the ‘Item Description’ field with the full title of the training course, date of the
course, delegate name and the reference number or quote number if you have one.

(1m] £ Oracle iProcurement: Shop x |+ = (] X
< C M@ € | O https://nww.finsys.sbs.nhs.uk:4486/0A_HTML/OA jsp?page=/oracle/apps/icx/icatal... 1§ o= S

RACLe’ iProcurement

M Navigator v B Favorites v Shopping Cart Home Logout Help Preferences

Shop | Requisitions | Receiving
Stores | Non-Catalog Request

Non-Catalog Req
e - — .
Indicates required field [ Clear anl | [ Add to cart | | vour cart is empty.

* Item Type |Goods or services billed by amount \ﬂ @ [[INew Supplier

* Item Descripti PDUK A03 5-Day Patient A Supplier Name Q
Assessment Workshop for Joe > . \:I Q
s on 12/02/22. quote ref —1 e
14 ContactName [ |
samount [ | phone [ |
= Currency |GBP W Supplier Ttem |:]
e [ ]

| clearall | | Add to cart |

* Category

Shop Requisitions Receiving Shopping Cart Home Logout Help Preferences

Copyright {c) 2008, Oracle. All rights reserved

Privacy Statement

» Click on the magnifying glass to search for the ‘Category’ and enter %training% in the
search field then select ZWM Training Education Services.

E B Crwcle iProcurement: Shop x +
[}

- (2 > o . btineilonan.fneue she nhe AARAIOE . MIMLIOL isninsna s ioesclalanos hevdoatal
& Sesch and Select Lzt of Values - Profile 1 - Mizrosoft Edge — J X
S59- 158 _rmnWidih=7508_1nit

B spsfapp? (=hhedRC&enc=150-8358

C | £ htpsy/rwwlinsyssbsnbs.okd488/04_HIMU/ Gabe

Search and Select: Category
Canced | | Select

- Search
To find your fte the pullidown Bist and antar 2 value In tha text fisdd, then selact the *Go" button,
Search | Go |
- Results.
Sedect Quick Select Category «
> > YUW WEIGHT TRAINING
C - ZWM TRAINING EDUCATION SERVICES
. s ZYA TRAINING MATCRIALS

(=D |y
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» Add the cost of the course (excl. VAT) to the ‘Amount’ field e.g., 150.00

| [ € OracleiProcurement: Shop x |+ = i) X

o G ) € | @ nhttps://nww finsys.sbs.nhs.uk:4486/0A_HTML/OA jsp?page=/oracle/apps/icx/icatalog/shopping/webui/NonCatalogRequest... 76 o= :

‘4 ORACLGQ iProcurement

N Navigator v B Favorites v Shopping Cart Home Logout Help Preferences

| Shop | Requisitions | Receiving
Stores | Non-Catalog Request
Non-Catalog Request

* Indicates required field Clear All | | Add to Cart | Your cart is empty.
* Item Type |Goods or services billed by amount V‘ @ [INew Supplier

* Item Description | ppyk A03 5-Day Patient ~ suppliername [ ] Q

Assessment Workshop for Joe . :I
Bloggs on 12/02/22. quote ref M Ste q

~ atgory_ro TraNvG Epvcn] S —
= Currency Supplier Ttem ‘:’
P —

[ Clear all | [ Add to Cart_

Shop Requisitions Receiving Shopping Cart Home Logout Help Preferences
Privacy Statement Copyright (c) 2008, Oracle. All rights resesved.

» Click on the magnifying glass to search for the Supplier Name using % at either side
of a key word to bring up related options and select the correct billing name of the
supplier from list e.g %Practitioner% to find ‘Practitioner Development UK.’

O Siadrch and Sekct List of Valuis - Profin 1 - Mrsoft Edge - (= X o

€ | O nips//owwfinsyssos.nnsukid496/04_HTML/cabo/isps/alsp_t= rrecRC&enc - 150-8B55-158_minWidth=750%_min., koo e imianCatalonRequest A s D 2

Search and Sekect: Supplier Name

‘Search

1o find your gem, sdect a fiter tem in the pulldown izt and enter @ vaue i the text field, then select the "Go” button,

Search D Ga Shopping Cart

Select . Contact Phone GLN R NE

. o PRACTITIONER DEVELOPMENT UK LONDON
Cance)

If the supplier is not listed, tick the ‘New Supplier’ box and manually fill in the correct billing
name and details of the Supplier.
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» Once the Supplier details have been completed, select Add to Cart then
select View Cart and Checkout.

(im} ‘ £ Oracle iProcurement: Shop X ‘ + = 0 X
4
& C @ € | [0 httpsy//nww.finsys.sbs.nhs.uk:4486/0A_HTML/OA. jsp?page=/oracle/apps/icx/icatal... Tg o= z

M Navigatorv B Favorites v Shopping Cart Home Logout Help Preferences

Shop | Requisitions | Receiving
Stores | Non-Catalog Request

Non-Catalog Req =

T = s
Indicates required field | Clear All ] | Add to cart | Yolir cart contame 1life.
= Recently Added Lines
* Item Type |Goods or services billed by amount V] @ [CINew Supplier PDUK /::)‘:'4 5-Day... 150.00 GBP
“ Item Description  |ppyk A03 5-Day Patient A Supplier Name |PRACTITIONER DEVELC| @,
Assessment Workshop for Joe Site |LONDON Q Qview Cart and Ched(ou})l

Blogas on 12/02/22. quote ref

* Category [ZWM TRAINING EDUCA| @ Contact Name |Mrs Smith

* Amount [150 Phone [01482 123456

* Currency |GBP WV Supplier Item  |workshop
GTIN

i

[ clearall_

Shop Requisitions Receiving Shopping Cart Home Logout Help Preferences

Copyright (c) 2008, Oracle. All rights reserved.

Privacy Statement

3. On the next screen select Checkout.

(im} £ OCracle iProcurement: Checkout X +

A,

G C @ € | & nhttps;//nww.finsys.sbs.nhs.uk:4486/0A_HTML/OAjsp?OAFunc=ICX_POR_SHOPPIN.. g  ¥= 53

ORACI_E’ iProcurment

M Navigator v B Favorites v Shopping Cart Home Logout Help Preferences

Shop | Requisitions | Receiving

Shopping Cart
[Checkout
Spedial Amount Manufacturer Part
Line Item Description Info Unit Quantity Price (GBP) Number/GTIN Delete
1  PDUKA03 5-Day Patient Assessment Workshop for Joe Bloggs on EACH 150 1 GBP 150.00 i}

12/02/22. quote ref 123

Total 150.00

Return to Shopping | save @

Shop Regquisitions Receiving Shopping Cart Home Logout Help Preferences

Privacy Statement Copyright {c) 2006, Oracle. Al rights reserved|
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4. On the next screen if you have a quote to attach to the order, select Edit
Lines, otherwise proceed to 9.

[ € OracleiProcurement: Checkout X | - = o >
&~ C @ € | O nhttps;//nww.finsys.sbs.nhs.uk:4486/0A_HTML/OA jsp?page=/oracle/apps/icx/por/r.. 1@ o= g

ORACLE‘ iProcurement

M Navigatorv B Favorites v Shopping Cart Home Logout Help Preferences

Shop | Requisitions

@

O ©
Requisition Information Approvals Review And Submit
Checkout: Requisition Inf i
Indicates required field | Cancel | | Save ] [ Submit I [ Edit Lines | Step 1 of 3 | Next
* Requisition Description !PDUK A03 5-Day Patient Assessment Workshop for Jo¢
 Billing
* Need-By Date [21-Jan-2022 00:00:00 Charge Account RV9N.207615.7300.00000.00000.000000
(example: 23-Dec-2021 19:45:00) Tax Classification Code R65 TRAINING

* Requester |RV9 ERIKSSON, SARAH Q
* Deliver-To Location |RV9 207615 COMMUNIT @,

Suggested Buyer

| cancel | | save Submit Edit Lines | Ytep 1 0f 3 | Next

Shop Requisitions Receiving Shopping Cart Home Logout Help Preferences

Privacy Statement

Copyright (c) 2008, Oracle. All rights reserved.

5. On the next screen select the Attachments tab.

[ @ OracleiProcurement: Checkout X | + = [} >
&< O Q e | lﬁ https://nww.finsys.sbs.nhs.uk:4486/0A_HTML/OA jsp?page=/oracle/apps/icx/por/r... fé {‘E z

ORACLG iProcurement

M Navigator v B Favorites v Shopping Cart Home Logout Help Preferences

Shop | Requisitions
3 )y
Requisition Information Approvals Review And Submit
Requisition Information: Edit Lines
* Indicates required field

Apply
Delivery = Accounts )

Select Lines: | Update || Copy || Delete |
Select All | Select None

Suggested
Select Line Description Need-By Date  Requester Deliver-To Location  Buyer

0 PDUK A03 5-Day Patient Assessment Workshop for Joe Bloggs on  [1-33n-2022 ¢ IRV9 ERIKSSON, SA @ IRvg 207615 COMM @
12/02/22. quote ref 123

[ Apply.

Copyright (c) 2008, Oracle. Al rights reserved

Shop Requisitions Receiving Shopping Cart Home Logout Help Preferences

Privacy Statement
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6.0n the next screen select Add Attachment.

im] & Oracle iProcurement: Checkout X | -+ = (] >

< O [N e B https://nww.finsys.sbs.nhs.uk:4486/0A_HTML/OA jsp?page=/oracle/apps/icx/por/r... {5 =

ORACLE' iProcurement

™ Navigator v B Favorites v Shopping Cart Home Logout Help Preferences

Shop | Requisitions | Receiving

@
Requisition Information Approvals Review And Submit
Requisition Information: Edit Lines

* Indicates required field
Apply
Delivery = Accounts | Attachments

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
No results found.

Requisition Line Attachments
Line Item Description Unit Quantity Price Amount (GBP) Attachments
1 PDUK A03 5-Day Patient Assessment Workshop for Joe Bloggs on 12/02/22. quote ref 123 EACH 150 1 GBP 150.00 %5

¥ TIP Click on an Attachment icon to add or update attachments for a particular line.

Apply

Privacy Statement Copyright {c) 2008. Oracle. All rights reserved.

Shop Requisitions Receiving Shopping Cart Home Logout Help Preferences

7. On the next screen, complete the ‘Attachment Summary Information’ fields with the title
and description of the quote to be attached.

» Select ‘To Buyer’ in the ‘Category’ drop-down box.
» Click on Browse to locate the quote to be attached.
» Then select Apply.

[ €& OracleiProcurement: Add Attack X | - a X

(25 G ) € | & nhttps//nww.finsys.sbs.nhs.uk:4486/0A_HTML/OA jsp?page=/oracle/apps/icx/por/req/webui/CheckoutlinesPG&porMode-=... {5 o= :

ORACLE" iProcurement

M Navigator v B Favorites ¥ Shopping Cart Home Logout Help Preferences

shop | Requisitions | Receiving
Add Attachment

[ cancel Apply
Add |Desktop File/ Text/ URL |V

ch ry

Title [Quote ref 123

Description  [gyote for PDUK 5-Day Assessment Workshop for Joe
Bloggs on 12/02/22.

Category |To Buyer v
Type€@ File  VPCC\Management\Private\Training\Quote 123 Humb @
OURL |
(O Text

| cancel | | Add Another Apply

Shop Requisitions Receiving Shopping Cart Home Logout Help Preferences

Privacy Statement Copyright {c) 2006. Oracie. All rights reserved.
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8. On the next screen select Apply.

| [ @ OracleiProcurement: Checkout X | =+ = =)
< G 0] el o https://nww.finsys.sbs.nhs.uk:4486/0A_HTML/OA.jsp?page=/oracle/apps/icx/por/req/webui/CheckoutLinesPG&porMode=... {5 {‘:‘ z

OACLE° iProcurement

N Navigator v B Favorites v Shopping Cart Home Logout Help Preferences

| Shop | Requisitions | Receiving

@
Requisition Information Approvals Review And Submit

LB Confirmation
Attachment Quote ref 123 has been added successfully but not ¢ i it would be ¢ itted when you commit the rest of the current transaction.

Requisition Information: Edit Lines
* Indicates required field

| Apply
Delivery = Accounts | Attachments

Add Attachment...

Title [Type |Description |category |Last Updated By |Last Updated |Usage  Update Delete Publish to Catalog
Quote ref 123 File  Quote for PDUK 5-Day Assessment Workshop for Joe Bloggs on 12/02/22. To Buyer RV9SERIKSSON 07-Jan-2022 One-Time 4 ]

B
oa

Line Item Description Unit Quantity  Price (GBP) h
1 PDUK A03 5-Day Patient Assessment Workshop for Joe Bloggs on 12/02/22. quote ref 123 EACH 150 1 GBP 150.00 45

“TIP Click on an Attachment icon to add or update attachments for a particular line.

Shop Requisitions Receiving Shopping Cart Home Logout Help Preferences

Privacy Statement Copyright (c) 2006, Oracle. All rights reserved

On the next screen (step 1 of 3) select Next.

[ € Cracle iProcurement: Checkout X | = (] b
= C @ € | @ httpsy//nww.finsys.sbs.nhs.uk:4486/0A_HTML/OA jsp?page=/oracle/apps/icx/por/r.. T& L= g

OQACL.E iProcurement

n Navigatorv B Favorites v Shopping Cart Home Logout Help Preferences
Shop | Requisitions

@ € O
Requisition Information Approvals Review And Submit
Checkout: Requisition Information
* Indicates required field

| cancel | | Save I ‘ Submitl ‘ Edit Lines | Step 1of 3 | Next

* Requisition Description |PDUK A03 5-Day Patient Assessment Workshop for Jo¢

* Need-By Date |21-Jan-2022 00:00:00 Charge Account RV9N.207615.7300.00000.00000.000000
(example: 23-Dec-2021 15:45:00) Tax Classification Code R65 TRAINING

* Requester |RV9 ERIKSSON, SARAH Q\
* Deliver-To Location |RV9 207615 COMMUNIT S

Suggested Buyer

[ cancel | | save | | submit | | Edit Lines ((Step 1 of 3 | Next

Shop Requisitions Receiving Shopping Cart Home Logout Help Preferences

Privacy Statement Copyright (c) 2008, Oracle. Al rights reserved

Humber Teaching NHS Foundation Trust
Community & Primary Care Learning and Development (SOP20-058)
Version 2.1, February 2023 Page 15 of 21



10. On the next screen (step 2 of 3) if the training provider requires a purchase order in order
for the training to be booked, you must request in the ‘Note to Buyer field that the purchase
order is emailed to you by the Supplies team.

» Then select Next.

koot X | = - (=4
‘_.‘] hps "ﬂ\'-\‘-.ﬁ‘\sy;.;bs ANS,UCALSEH/O8_HTMLOAIspipage~ foracle/appshne/ par/approvaliwesuybdit Approvers? Gportdo 0 \:: G] ‘

o Novgelor v B Fayoites » Shopping Carl Home Loguut Help Preferences

"

sitian Infarmation Approvals Raview And Submit

sHowang lict of approvers and may be subject to reviow by additionat managers. Save Submit | Back Stap?of3 | Mext

Man: Approvals

Justixaben Mule Te Buyer gy pASE EMAIL PURTHASE ORDER TO
CAHAH ERIKSSON:
sarah.erksson i @ohenet,
' |Category [Last Updated By  Last Updated  Usage  Update Delete  Publish to Catislog
WK SDay Aszessment Workshop for Joe Bloggs on 12/02/22. To Buyer  RVUSERIKSSON 0/-lan-2022 Gne-Time » | e,

_Save | | Submit | B @

Copmght 42) 2000, Oveche. AS nightas raserse:

Shop Requistions Recsiving Shepping Cart Home Logout Help Preferences

11. Onthe next screen (step 3 of 3) select Submit to send the Requisition to the manager for
approval.

I O CraceiPocwemest Checkont x| - a

&« C © | O hipsi/mwwSinsyssbanhs.uk 4486/0A_HTMLIOA jsp?pagesforadlelapps/icypor/approval/webulReqAoprListPGE, =349 b = @ 8

ORACLE' iProcurement

" Nadgater v B2 Faventas v Shapping Cat Home Logaat Halp Prefarences

shop | Requisitions | Recelving

<! L =4
Requiztion Information Agpprovals Review And Submit
Checkoul: Review und Subimit Requisition

[Eave] [Back | steo3of3 [ submit
Requisition %4321: Total 1540.00 GEP

Croated 8y RV ERIKSSON, SARAH
Creation Date O5-Jan-2022 12:14:24
Desmription POUK AD3 5%-Day Patient Asseccment Workshop for
Joc Bloggs on 12/02/22. quote rof 123

Justification
Reguisition Attachments
Title Type Description Category Last Up By Lastup Usage Update Delete  Publish to Catalog
Quete rof 123 Ale Duete for PDUK 5-Day Assassmant Workshop for Joa Bloggs an 12/02/72. To Buyer  RVISFRIKSSON N7-1an-2022 One-Tima 4 | B
Lines
ily Line  Descripion Cost Center  Unit Quantity Price  Amounl (GBP) Attschments
s Show 1 PDUK M3 5-Day Patient Assessment Waorkshop tor Joe Bloggs on 12/02/22, quote ref 123 207615 EACH 150, 1GBP 150.00

Total 150.00

(] (2 ()

'rivacy Statement Capyright (=) 2008, Orache. A8 righis neserse:
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M | @ Confirmation x BE
OA_HTML/OA jsp?page=/oracle/appsficx/pot/req/webui/ReviewSubmitPG&_ti=3976956 ; {\:‘ @

& O @ €| 8 btps//nwwiinsyssbs.nhs.uk4486/0

ORACLE" iProcurement
N Navigatorv &% Favorites ¥ Shopping Cart Home Logout Preferences

Shop | Requisitions | Receiving

74 Confirmation
Requisition 54132 has been submitted for approval,

To check on this requisition's status, click on the Requisitions tab or look in My Requisitions on the Shop page.
Continue Shopping J

Shop Requisitions Receiving Shopping Cant Home Logout Preferences
Copyright (¢} 2000, Oracke. All rights reserved

Privacy Statement
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Appendix 5 - Training and Development Application Form

NHS

Humber Teaching

Community & Primary Care Division NHS Foundation Truck

TRAINING AND DEVELOPMENT APPLICATION FORM

Surname: Forename:
Assignment N°

Job title: (from your payslip):

Work base

address

(including

postcode):

Tel No: Mobile No:

Training provider (full name of company) Level/Area

& name of course (if applicable)

Duration of course / time commitment:

Cost of training (if not on ESR):

How will the course be funded?

0 HEE [0 Training budget
[l CPD [l Don’t know

Please tell us why you are making an application for training below:

How will this training support your own personal / professional development, and improve patient care / service delivery?

Humber Teaching NHS Foundation Trust
Community & Primary Care Learning and Development (SOP20-058)
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Date discussed at appraisal/mid-point review and managers comments:

AUTHORISATION

Applicant’s Date:
signature:

Manager’s Managers
signature: name:
Manager’s email: Date:

TO BE COMPLETED BY THE CLINICAL NETWORK GROUP

Date request considered by the Clinical Network Group:

The above application has been considered by the appropriate Clinical Network Group.
The application has been Approved/ Declined*

(* delete as appropriate)

Reason application declined (if applicable):

Next steps: Applicant to work with admin in the team to book a place on the training and add a non-
catalogue request to Oracle (Oracle order and invoice are not required if the course HEE funded).

Humber Teaching NHS Foundation Trust
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Appendix 6 - Guidance when requesting an order to be placed for a
training/development event

When funding has been approved from the Divisional Training Budget or CMHT
Transformation (indicated on the form) please follow guidance below:

Once approved by the panel and the training and development form is returned, the staff member
or Team Admin must place a requisition on the SBS system — that means they must raise a non-
catalogue requisition and also attach the training and development form on Oracle to support the
purchase request. This needs to be processed in a timely manner to allow time for any set up.

A non-catalogue requisition needs to be activated on Oracle so that the purchase order can be
issued to the supplier.

» If this is a new supplier to Humber Teaching NHS Foundation Trust, contact Supplies /
Procurement via HNE-TR.supplies@nhs.net for a new supplier form.
Please note this process can take over 14 working days to complete from the receipt of a
completed supplier form. It is imperative that supplier forms are returned by the supplier as
soon as possible so the actual activation on Oracle can be actioned.

» Any requisitions raised on Oracle for this purpose must be coded to the budget codes
indicated on the training and development form.

Once the requisition has been activated on Oracle it needs to be approved by the team/line
manager or budget holder.

Once approved, Supplies will process the requisition subject to all information being available e.g.,
name of supplier; name of training/course, start dates, venues, cost etc. If there are any gaps in
the information required, the requisition will be returned to the requisitioner with guidance about
what information is missing so that it can be redone and resubmitted.

Please note a supplier should only raise an invoice once they have been supplied with a
valid Humber Teaching NHS Foundation Trust purchase order. Failure to follow the correct
process will cause invoice rejection and payment delay which may lead to staff being
unable to attend training courses. All training requests should be planned well in advance
to make sure all processes are adhered to.

In the event that a supplier requires credit card payment up front this can be facilitated via
the Trust credit card, the requisitioner should make this clear when raising the requisition.
Following the Trust process for ordering is essential to minimise delays for the requestor
and the supplier.

PLEASE NOTE RE: INVOICES
PLEASE NOTE THE PROCUREMENT DEPARTMENT DO NOT MANAGE INVOICE QUERIES -
SUPPLIERS MUST CONTACT SBS DIRECT FOR SUPPORT IF REQUIRED.

The supplier must ensure they submit their invoice to the RV9 Payable address and stated on the
Humber Teaching NHS Foundation Trust purchase order.
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mailto:HNF-TR.supplies@nhs.net

This can be done in three ways:
e by post to the invoicing address,

HUMBER TEACHING NHS FOUNDATION TRUST
RV9 PAYABLES F685

PO BOX 312

LEEDS

LS11 1HP

e by email to sbs.apinvoicing@nhs.net this needs to be in PDF format for guidance see
https://www.sbs.nhs.uk/supplier-submitting-invoices or
e electronically by Tradeshift.

Tradeshift is the preferred option by the Trust. It is free to use and is also the quickest route to
submitting an invoice for payment, giving access to invoices in as little as 15 minutes, more details
can be found at https://www.sbs.nhs.uk/supplier-einvoicing

If you wish to speak to accounts payables at NHS Shared Business Services please contact them
on 0303 123 1177 or preferably by web portal - https://nhssbs-comms.net/t/4BD0-10WGB-
5CDI4Q-UR5FM-1/c.aspx

RECEIPTING

Upon receipt of a valid invoice SBS will check for the correct billing address and PO number. If this
information is not visible the invoice will be rejected. Assuming all information is available the
invoice will be added to the system and will be reconciled. Payment will be released once the
purchase order has been receipted on Oracle. Failure to receipt a purchase order will cause a
notification via email to prompt the requisitioner to log in and receipt. If a payment for a course has
been made via credit card it does not need to be receipted.
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