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NES Practice Managers Vocational Training Scheme 
Applicant Guidance Notes 

Trainee - 2016 /2017
Background information 
One hundred and forty three trainee GP Practice managers have completed the PMVTS since its inception in 2005.  
In 2012 Trainee General Dental Practice Managers joined the VTS scheme.   
The VTS is accredited by The University of the West of Scotland at Degree level. Further information on the Network and VTS may be found on our web site:
www.nes.scot.nhs.uk/practice-manager-development/  
Trainees continue to work in their own Practice throughout the programme and are paired (as geographically close as possible) with a VTS Educational Facilitator.  Facilitators are experienced Practice Managers with a proven commitment to education and training.  
Trainees
Trainees must hold a supervisory or management role within General Practice and have the support and commitment of their Practice in order to be accepted on to the programme.  Each Trainee is allocated a CPD award to fund their accreditation and assessment costs.  The Practice may incur some costs e.g. in supporting the Trainee’s travel costs in meeting up with their Facilitator.  
The Programme
The programme has substantially changed over the years and is reviewed annually to ensure it meets the current NHS Scotland agenda.  Foundational to the VTS programme is a series of seven, two day central training events spread throughout the year.  The programme includes a session to help Trainees understand the Big Picture – how Scottish Government strategy impacts on Practices, leadership versus management, strategic analysis, change management, risk management and quality improvement methods together with the NHS 20 /20 Vision.

In addition to the central training events, Trainees meet up with their allocated Facilitator for individually tailored tutorials of two hours per week.  This ensures the programme meets the individual Trainee’s needs.   At the time of applying potential Trainees must be able to attend the full programme of events.

Training Dates 2016 to 2017

Orientation – 
21st, 22nd and 23rd September 2016





10th and 11th November 2016





12th and 13th January 2017





16th and 17th February 2017





27th and 28th April 2017



PM conference in May 2017





15th and 16th June 2017

Assessment Process
The assessment process includes:

· A 2,500 word management  report, critically reflecting on the individual’s role in the practice - in the context of Scottish Healthcare Policy

· A work based project and management report of 5,000 words exploring a Practice redesign / quality improvement initiative of benefit to patients

· A personal learning portfolio which includes a structured reflective component (2,500 words summative) and a professional dialogue/ viva voce on the programme and portfolio. 

Interviews
Interviews will be held in Perth on 27th 28th and 29th April 2016.  Travelling expenses incurred in attending the interview will be reimbursed.  Please mention within your supporting letter should there be one date on which you would prefer not to be interviewed.
Practice Support

The Practice environment must meet acceptable standards, and provide an educational setting which supports learning opportunities and the Trainee’s educational experience.  
Prior to applying for the PMVTS it is important that you fully discuss this and seek your Practice’s approval as their support is essential.  
The Practice should note that in order to be included in the PMVTS, the candidate must supervise / manage staff, and during the course of the training year be provided opportunities to be involved in the strategic decision making and business and financial management of the Practice.

The Practice must identify a GP Sponsor with whom the Facilitator will communicate and who will provide encouragement, feedback and guidance to the Trainee.  The GP sponsor should support the Trainee ensuring their access to the necessary experience to undertake the VTS programme.
The Practice should demonstrate their commitment to the Trainee and the VTS programme, by submitting a letter which the candidate should send with their application and which includes the following statement of support. 

Statement of Support
The Partnership/ Practice fully supports (insert candidate’s name here) application for a place on the PMVTS and will encourage them to take full advantage of the opportunities afforded, allowing them to have time away from the Practice to facilitate this.    

We understand that the course requires time for tutorials, time to participate in central training sessions (which usually involves overnight stays) and will involve spending time with a NES PMVTS Practice Manager Facilitator.  

The Practice will ensure that ….. is provided opportunities within the Practice, to be involved in strategic decision making and the business and financial management of the Practice.   Please include a paragraph stating why the Practice supports the candidate in their VTS application.   The statement should be signed by both the GP sponsor on behalf of the Practice and the Practice Manager (where the candidate is not the Practice Manager).  
Application Form
Your application should be accurate and provide enough information to enable the panel to decide whether an interview will be mutually beneficial.  The means of assessment is described alongside the criteria. 
	PERSON SPECIFICATION

TRAINEE PRACTICE MANAGER - VOCATIONAL TRAINING SCHEME

	FACTOR
	ESSENTIAL
	DESIRABLE

	EXPERIENCE
	(A1) Current supervisory / management experience within General Practice.

(application)

	(A2) Knowledge/ awareness of the wider issues within Health Care

     (application & interview)

	QUALIFICATIONS

TRAINING


	(B1) Candidates must demonstrate their academic ability to complete the course of study by either meeting the Desirable Criteria or having relevant work/life experience and up to date CPD – evidence of which must be provided to support their application.  (application & interview)
 (B2) Commitment to the delivery of quality patient    care (application & interview)

	(B3) N/SVQ Level 3

        SCQF Level 6
(application & interview) 


	SKILLS AND ABILITIES
	(C1) Excellent verbal and written communication

 Skills  (application & interview)
(C2) Team player - able to work collaboratively (application & interview) 
(C3) Organisational and problem solving skills
(application & interview)

(C4) Open minded and able to manage change, flexible and able to handle uncertainty

(application & interview)


	(C5) Project management skills 

(application & interview)



	DISPOSITION
	(D1) Evidence of self-motivation 
       (application & interview)

(D2) Understanding of professionalism and of 
Confidentiality  (application & interview)
	(D4) Understands personal strengths and weaknesses (interview)




The short-listing team viewing your application will check your skills and abilities against the ‘person specification’.   It is therefore important that you describe how you meet all the essential criteria and where appropriate the desirable criteria.  You may wish to consider including any relevant transferrable skills from a non-work setting.  If you do not include information regarding any of the essential criteria, the panel must assume that you do not have such experience, and you will not be shortlisted. 

You may find the booklet “Becoming a Practice Manager” helpful in preparing your application:  
LINK TO BECOMING A GP PRACTICE MANAGER BOOKLET HERE 
Referees 

NHS policy requires us to obtain two references, one of whom must be a Partner within the Practice.  If you are called for interview we will email reference requests to notified referees.  It is important that you provide enough information to enable us to do so.  

Contact Details 

Please complete the application form in full including both your home and Practice post codes.  This information helps when pairing Facilitators with Trainees.  

Further information is available from 

Marion MacLeod

National Coordinator 

Scottish Practice Management Development Network

NHS Education for Scotland

89 Hydepark Street, 3rd Floor

2 Central Quay, 

Glasgow G3 8BW

marion.macleod@nes.scot.nhs.uk
PA. - Liz Cook 0141 223 1559

elizabeth.cook@nes.scot.nhs.uk
LINK TO APPLICATION FORM VTS TRAINEES HERE
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