21/12/2018
[bookmark: _GoBack]COYLE GROUP – CANDIDATE REGISTRATION PROCESS
Candidate New Starters – Temp/ Contract



· MAYDAY GROUP (MAYDAY HEATLHCARE/ PLAN B/ VIP/ PLATINUM/ PRO HEALTH/ MEDICAL 24/ DIRECT HEALTHCARE/ FIRST AID/ RED GROUP
· COYLE MEDICAL/ NUTRIX
· AMC HEALTHCARE

CONSULTANT - ALL
· Consultant fills out the company specific Resourcer Form on the WIKI – gets sent to med recs;
· info@groupregistrations.co.uk (Mayday Group)
· compliancemedical@coyles.co.uk (Coyle Medical – Sarah to forward on Haroon’s to him)
· healthcare@amcprofessional.co.uk (AMC Healthcare)

MED RECS - ALL
· Med recs create application portal profile using candidates email address. Med recs to select correct application form e.g. RGN or Northern Ireland. Click “reset password” & candidate will receive an email to reset password & login;
Standard Application Forms;
· https://www.mvprecruit.co.uk/ap_index.php (MVP)
· https://applications.coylemedical.co.uk/ap_index.php?c=4052 (Coyle Liv St)
· https://applications.coylemedical.co.uk/ap_index.php?c=4051 (Coyle Harrow)
· https://applications.amcprofessional.co.uk/ap_index.php (AMC)

Northern Ireland Application Forms;
· https://www.mvprecruit.co.uk/ap_index.php?ni=1 (MVP)
· https://applications.coylemedical.co.uk/ap_index.php?c=4052?ni=1 (Coyle Liv St)
· https://applications.coylemedical.co.uk/ap_index.php?c=4051?ni=1 (Coyle Harrow)
· https://applications.amcprofessional.co.uk/ap_index.php?ni=1 (AMC)


*Any Mayday Group candidates will apply via the MVP portal. T&C’s state they are registering with all Mayday Group companies
*Nutrix candidates will apply via the Coyle Medical portal. T&C’s state they are registering with Coyle Personnel & Nutrix

EITHER STEP 1 OR 2 DEPENDING ON COMPANY
1) CLINICAL NURSES – MAYDAY GROUP
· Mayday Group clinical nurses send the candidate a Hire Vue interview link via email which expires after 7 days & 2 attempts
· (Queries contact Ines on 020 7798 6697 or hirevue.support@mvprecruit.co.uk)
2) MED RECS – COYLE & AMC
· Med recs fill out company specific Interview Request Form on the WIKI. Coyle Medical to state consultant name to identify which Coyle Medical team it is for – gets sent to Mayday Group clinical nurses;
· hirevue.support@mvprecruit.co.uk (Mayday Group)
· Mayday Group clinical nurses send the candidate a Hire Vue interview link via email


CANDIDATE IN PORTAL
· GDPR consent form in Handbook on portal must be printed & signed by the candidate with a wet signature then re-uploaded to the portal (no electronic typing)
· Candidates can take blank photo if they need to do so to finish their application – then documents must be sent to med rec via email later

MED RECS - ALL
· Completed application form & additional documents are sent to med recs;
· info@groupregistrations.co.uk (Mayday Group)
· compliancemedical@coyles.co.uk (Coyle Medical Liv St)
· haroon.iqbal@coyles.co.uk (Coyle Medical Harrow)
· healthcare@amcprofessional.co.uk (AMC Healthcare)
· If candidate wants to work Ltd – med rec fills out company specific Company Changeover Form on the WIKI. Candidate must email med rec the following documents; Certificate of Incorporation/ proof of Ltd company bank details/ credit safe check
· info@groupregistrations.co.uk (Mayday Group)
· compliancemedical@coyles.co.uk (Coyle Medical – Sarah to forward on Haroon’s to him)
· healthcare@amcprofessional.co.uk (AMC Healthcare)
· References Form to be emailed to client by med recs
· Fitness to Work Certificate – to be applied for via Healthier Business
· Print candidate passport copy – stamp & verify & scan (date must be the same as the application portal form date)

CLINICAL NURSES – MAYDAY GROUP
· Clinical nurses complete company specific Interview Evaluation Form on the WIKI;
· hirevue.support@mvprecruit.co.uk (Mayday Group)
· Print form and screenshot of candidate’s face holding their ID – wet signature from clinical nurse – scan
· Clinical nurses email form & ID to;
· info@groupregistrations.co.uk (Mayday Group)
· compliancemedical@coyles.co.uk (Coyle Medical Liv St)
· haroon.iqbal@coyles.co.uk (Coyle Medical Harrow)
· healthcare@amcprofessional.co.uk (AMC Healthcare)

EITHER STEP 1 OR 2 DEPENDING ON COMPANY
1) MED RECS – MAYDAY GROUP
· Entire pack is checked & any amendments made in Adobe DC edit
· DocuSign – all forms & documents to be sent to the candidate via DocuSign for signature. Electronic signature needed only on last page of the application form.
· Completed DocuSign pack attached to the correct folders in the document library in Adapt (see folder list below)
· Med recs will allocate an employee number to the Adapt record
· Med recs will add owning consultant to the Adapt record as the person who completed the resourcer form
· Once the pack is fully complete – complete the company specific Candidate Documentation Declaration Form on the WIKI - payroll get an alert to check the valid permission to work, will change Adapt status to “verified” & will set up the candidate under the relevant company. Daily deadline 4:00pm for review before 5:30pm. Trigger will be sent to;
· Employee.verification@mayday.co.uk
· verification@planbhealth.co.uk
· vipverification@coyles.co.uk
· verification@platinumnursing.co.uk 
· prohealth.verification@prohealth.co.uk
· verification@medical24.co.uk
· verification@maydaydirect.co.uk
· FirstAidVerification@coyles.co.uk
· RedGroupVerification@coyles.co.uk

2a) MED RECS – COYLE & AMC
· Entire pack emailed to compliancegroup@coyles.co.uk Daily deadline 2:00pm for compliance review before 4:00pm
2b) COMPLIANCE – COYLE & AMC
· Entire pack is checked & any amendments needed are emailed to med recs
2c) MED RECS – COYLE & AMC
· Any amendments made in Adobe DC edit
· Amended pack is emailed back to Compliance. Daily deadline 2:00pm for compliance review before 4:00pm
2d) COMPLIANCE – COYLE & AMC
· DocuSign – all forms & documents to be sent to the candidate via DocuSign for signature. Electronic signature needed only on last page of the application form.
· Completed DocuSign pack attached to the correct folders in the document library in Adapt (see folder & document list below)
· Compliance will allocate an employee number to the Adapt record
· Compliance will add owning consultant to the Adapt record as the person who completed the resourcer form
· Once the pack is fully complete – complete the company specific Candidate Documentation Declaration Form on the WIKI - payroll get an alert to check the valid permission to work, will change Adapt status to “verified” & will set up the candidate under the relevant company. Daily deadline 4:00pm for review before 5:30pm. Trigger will be sent to;
· Employeeverification@coyles.co.uk
· Employee.verification@amcprofessional.co.uk

Candidate Amendments – Temp/ Contract



*CANDIDATE CHANGING COMPANY*
MED RECS - ALL
· Mayday Group – candidates can only change company if they have not worked for the previous company for 6 weeks
· Attach the original pack to the new company Adapt (if the new company is on a different Adapt)
· Complete a new company specific Candidate Documentation Declaration Form on the WIKI - payroll get an alert to check the valid permission to work, will change Adapt status to “verified” & will set up the candidate under the relevant company. Daily deadline 4:00pm for review before 5:30pm

*CANDIDATE DOCUMENT AMENDMENT*
CLINICAL NURSES – MAYDAY GROUP
· Appraisal Form on WIKI to be completed 6m – 1 year after registration
· info@groupregistrations.co.uk (MVP Group)
· Print form – wet signature from clinical nurse – scan
· Clinical nurses email form to;
· info@groupregistrations.co.uk (Mayday Group)
· compliancemedical@coyles.co.uk (Coyle Medical Liv St)
· haroon.iqbal@coyles.co.uk (Coyle Medical Harrow)
· healthcare@amcprofessional.co.uk (AMC Healthcare)

EITHER STEP 1 OR 2 DEPENDING ON COMPANY
1) MED RECS – MAYDAY GROUP
· Attach new document to Adapt/ amend Adapt record
2) MED RECS & COMPLIANCE – COYLE & AMC
· Med recs email compliancegroup@coyles.co.uk with new document/ amendments & compliance will attach to document library/ amend record in Adapt

ADAPT – Document Library Folders



· MAYDAY GROUP (MAYDAY HEATLHCARE/ PLAN B/ VIP/ PLATINUM/ PRO HEALTH/ MEDICAL 24/ DIRECT HEALTHCARE/ FIRST AID/ RED GROUP
· COYLE MEDICAL/ NUTRIX
· AMC HEALTHCARE

NWRP 
Application Form 
Resourser Form 
Consent Forms 

Bank Details
PAYE Information 
Company Changeover Form 
Certificate of Incorporation
Proof of Ltd Bank Details
Credit Safe Check

Clinical Assessment 
Interview Evaluation/ Verified ID
Skills Checklist 

Police Checks
DBS certificate 
DBS Update Service Check
Access Ni 
Overseas Police Check 
PVG Check

References
Clinical 1 
Clinical 2 
Reference 1 
Reference 2
Reference 3

Training
Mandatory and Statutory Training
Skills and Drills
PMVA/ MAPA
Additional Training 

Occupational Health 
Questionnaire
Immunisations
Fitness to work 

Right to work 
Passport
Visa
Right to work Verified (passport style scanner report)

Identity 
Proof of address 1
Proof of address 2
National Insurance Number
Change of Name (Mcert/Dcert) 

NMC/HCPC
Statement of Entry
Diploma
PIN Check 

ID Badge
Photo 
Badge


Complaints



*COMPLAINTS AGAINST CANDIDATES*
MED RECS – COYLE & AMC
· Med recs forward complaint emails to Mayday Group clinical nurses;
· info@carefeedback.co.uk (Mayday Group)

CLINICAL NURSES – MAYDAY GROUP
· Clinical nurses deal with all Mayday/ Coyle/ AMC complaints



