
Introduction – 
Who are NHS Professionals? 
NHS Professionals was created to service the 
temporary recruitment needs of the NHS family. 
NHS Professionals run the largest NHS flexible 
staff bank, placing workers into Trusts / Clients to 
meet their short, medium and long-term needs.  

We are not a commercial recruitment agency and 
instead are owned by the Department of Health 
and Social Care.  Our aim is to deliver a quality, 
safe and regulated recruitment service to our 
NHS Trusts/ clients at a reduced cost - we 
reinvest any surplus we make directly back 
into the wider healthcare economy. 

Estates and Facilities Professionals are a vital part of 
creating and maintaining efficient healthcare environments 
that facilitate high-quality patient care. Whether you need 
support to fill ad hoc shifts, require continuity of service 
or are scaling up, we’ll undertake all recruitment and 

compliance work on your behalf, growing the number of 
workers available in line with your requirements.

Our Estates and Facilities Professionals cover all specialisms 
and levels.  Our team can adapt to your needs even in 
rapidly changing circumstances.

What does our recruitment process look like?

About our service – Non-Clinical Recruitment

Non-Clinical Recruitment 
Guide for Hiring Managers
This guide is a quick overview of our recruitment 
process and will provide an insight on how
NHS Professionals will work with you to 
support your requirements.



I have a placement, what are the first steps?
We have included our recruitment process map below to help visualise the steps required to support 
a successful recruitment journey with us.

What placement information will 
I need to provide to support with 
sourcing?
To help support us with sourcing the correct candidate for 
your role we ask that you provide as much information 
as possible regarding the placement to ensure we 
understand your requirements. 

There are some key details which should always be 
provided during our initial placement call these are: 

• Working hours & shift pattern

• Location (Including post code)

• Cost code

• Specific location information such as if it will involve 
lone working

• If applicable any essential skills required for the role.

Require urgent ad hoc support 
with shifts?
If you need urgent short term support to cover unforeseen 
sickness or holidays please book your available hours via 
Our:Bank and email NHSPS@nhsprofessionals.nhs.uk 
or call 0203 006 8113 so we can reach out to our bank to 
support your requirement

Raise demand via 
Our:Bank or through 
direct contact with NHS 
Professional’s team: 
NHSPS@Nhsprofessionals.nhs.uk

Your dedicated 
NHS Professional’s 
contact will be in 
touch to discuss 
your requirement 

NHS Professional’s
will attempt to 
identify a known bank 
exclusive or substantive 
bank member for the 
placement. If there are no 
suitable candidates we will 
attempt to recruit for the 
placement. If unable to 
source an approved bank 
member we will discuss 
your requirement going out 
to agency.

If we need to recruit a 
new bank member we 
will forward their CV 
and a completed CSRF* 
form for you to sign and 
return so we can start the 
onboarding process.

For the next 
steps please see 
our onboarding 
Process map

If an existing bank 
member has been 
located we will 
arrange a start date.

* CSRF - Competency Statement and Reference Form (CSRF) “the Introduction Form”. 
Competency Statement and Reference Form

Step 1 Step 2 Step 3 Step 4a Step 5a

Step 4b

What is the CSRF form that I’ve been 
asked to complete? 
When a suitable candidate has been agreed to support 
your placement, you will need to complete and return the 
CSRF. We have provided an example located on the right.

Once returned we will attach this form to the candidate’s 
application to join NHSProfessionals to authorise the 
application. 

Please ensure this form is completed correctly and 
returned promptly to prevent any delays to the 
onboarding process.



What is the CSRF form that I’ve been 
asked to complete? 
When a suitable candidate has been agreed to support 
your placement, you will need to complete and return the 
CSRF. We have provided an example located on the right.

Once returned we will attach this form to the candidate’s 
application to join NHSProfessionals to authorise the 
application. 

Please ensure this form is completed correctly and 
returned promptly to prevent any delays to the 
onboarding process.

How do I know which assignment 
code is required?
Please find the list below of all the assignment codes used 
with NHSProfessionals Property Service’s.

If you are still unsure about the assignment code then 
please contact your recruitment consultant who will be 
able to advise the correct code to use on the form.

Once we have received the CSRF form this will complete 
the recruitment process and our new bank member will 
start their onboarding journey with us.

For more information about this process please see our 
onboarding process guide available on our 

NHS Professionals Property Service’s Website.

NHSProfessionals Property Service’s Team: 

NHSPS Team Email:  
NHSPS@NHSProfessionals.nhs.uk

Devy Patel – Managing Consultant
Devy.patel@nhsprofessionals.nhs.uk
Tel : 0203 006 8113

Rebecca Gordon – Recruitment Consultant
Rebecca.gordon@nhsprofessionals.nhs.uk
Tel : 0203 006 8113

Anne-Marie Tyson – Recruitment Manager 
Annemarie.tyson@nhsprofessionals.nhs.uk

NHSProfessionals Head Office Teams:

24/7 National Service Centre 
Support and Feedback | NHS Professionals
Tel:  03332 407 552


