Suggested checklist New Partner

Partner Name:		

	Area
	Detail
	Actioned

	Partnership Agreement

	Pre-recruitment, review the existing agreement to make sure it continues to meet the partnership needs. Check for advice on any amendments, and that it is up to date 
	





	
	Ensure that any new agreement is available for the new partner to refer to.
	

	
	Examine the partnership agreement for other clauses relevant to the circumstances

	

	
	Consider whether to allow the new partner the opportunity to have full input into a re-draft, prior to formally joining.
	

	New Partner
	Confirm partner is on the Performers List and obtain confirmation – partner to register or update details via PCSE Online

	

	
	Obtain, clarify and check clinical references.

	

	
	See or arrange Enhanced DBS check (must be within last 12 months for CQC)
	

	
	Obtain details of professional registration (GMC) and a copy of a valid registration certificate and Licence to Practice.

	

	
	Arrange indemnity where necessary for extra duties not covered by the Clinical Negligence Scheme (CNSGP).
	

	
	Clinical references should cover the last 3 years (minimum)

	

	
	Discuss the method by which the partner will buy into the practice, including source of funds and timing.

	

	
	Agree terms and date of admission

	

	
	Sign Partnership Deed on first day
	

	
	Check re signing of any PGDs that may be required
	

	
	Check registered with HMRC as self-employed
	

	ICB / PCSE

	Advise the ICB of the pending change
	

	
	Advise any organisations with which contracts are held of the change -e.g. the ICB, County Council etc  
	

	
	Complete necessary forms etc via PCSE Online for pension
	

	
	Obtain GP Local code via PCSE Online and discuss with Performers team transfer of a patient list (where appropriate)
	

	Defence Insurance
	Advise the new partners defence insurer (where appropriate) of the effective date of employment and the arrangements for continuation of premium payments. 
Where the practice is to pay this arrange for a new direct debit.
	

	
	Ensure that the new partner is part of any “Group” arrangement
	

	Life Insurance
	Where the partnership has affected life assurance for the protection of the business, advise the insurer of the requirement to include a new partner
	

	
	Take similar action in respect of life assurance arranged in connection with a mortgage or unsecured loan
	

	Legal Expenses Insurance
	Advise the insurer of the partnership change and the effective date. 
	

	Locum Insurance
	Advise the insurer of the partnership change and the effective date. 
	

	Financial
	Determine which personal financial expenses will be met by the practice and advise the new partner;
e.g. home phone, car, broadband, defence insurance, GMC subscription, publications, training courses, RCGP, BMA etc. Where appropriate, the new partner is to arrange to cancel personal payment in favour of practice payment.
	

	
	Advise the new partner (as per the partnership agreement) of the arrangements for personal tax returns (if any) and the extent to which the practice becomes involved (if at all) in the personal tax liability (and payment) for the partners
	

	
	Confirm with the new partner the basis of the distribution of profit including Prior Shares, Private Fees, PGEA, additional session payments, and the method and timing of payments. Obtain personal bank details.
	

	
	Ensure that the partner is aware of any costs relating to the partnership change which are a personal liability (e.g. legal costs) as per the partnership agreement
	

	Building and Contents Insurance
	Advise the insurer of the partnership change and the effective date
	

	Mortgage / Loan Company
	Advise any mortgagee and arrange for the incoming partner to be added to the mortgage and the title to the property from the effective date, if this is the case.
	

	Premises Revaluation
	Arrange a valuation / district valuer valuation for the purposes of partnership change, and, if applicable, for the recalculation of notional / cost rent.
	

	Companies House
	In the event of the partnership being formed as a Limited Liability partnership (LLP) advise Companies House of the partnership changes and the effective date. Where there is a limited company in existence this will also need to be advised.
	

	Professional Advice
	Advise the accountant of the proposals and involve them in the procedures at an early stage. They will require details of any property revaluation and may need to prepare interim accounts to calculate the amount due from the incoming partner.

	

	
	Ask the accountant to review estimates of earnings for the partners for superannuation purposes for submission to PCSE. 
	

	
	Obtain an estimate of any additional accountancy charges and legal charges. Discuss whether this is to be paid by the practice, by the outgoing / incoming partner, or in accordance with provisions in the partnership agreement.
	

	Bank
	Advise the bank of the change, and any new partnership title.
	

	
	Make arrangements to add the new signatory from the effective date
	

	
	Order new cheque books, paying in books, debit/credit cards
	

	Suppliers
	Prepare advice slips to go out in letters, attached to invoices etc to notify suppliers of change of partnership title

	

	
	Advise local practices, PCNs and pharmacies – along with specimen signature
	

	Patients
	Devise a communication strategy. Are patients to be advised specifically or not? Prepare a circular or “flyer” for patients.
	

	Revenue and Customs
	Advise Revenue and Customs of the change of partnership personnel and title in good time prior to the tax year end. A change of single partner would not normally affect the PAYE reference number.
	

	
	Ensure any payroll or accounts software (especially software which produces or submits tax returns on-line) is updated to reflect the correct partnership title as at the end of the tax year, to coincide with the inland revenue advice / information.

	

	
	If the practice is VAT registered, inform of partnership change
	

	Premises / Equipment
	Arrange for provision of any practice equipment and order any additional items which may be required
	

	
	Order / arrange new internal and external signs
	

	
	Advise the alarm company of the date of new arrival and the police. Provide a premises key and add to the list of keyholders. Provide an alarm activation codes. Provide the partner with written alarm out of hours activation instructions including control centre contact points and passwords.
	

	SBS
	Smartcard application / UIM set-up
	

	Staff
	Arrange for staff to be informed of new Partner
	

	IT
	Issue user accounts – Windows, clinical system, Outlook etc
	

	
	Configure pathology links – map incoming requests 
	

	
	Change Named GP on records of patients >75 as appropriate
	

	
	Update practice website and www.nhs.uk
	

	
	Change letter head / partner references on any documents, letter head etc held online
	

	Stationery
	Where used, order new printed stationery
	

	
	Update practice leaflet
	

	CQC
	Inform CQC of new partner, complete on-line process
Check registered manager doesn’t need 
	

	Information Commissioner
	Notify change in partnership as data controller
	



N.B. As can be seen with regard to many of the tasks above, if the partnership has a generic name, such as say The Bridge Practice, rather than e.g. Dr’s Smith, Jones and Davies, there are a lot fewer changes to be made!

With thanks to The Adam Practice for sharing their checklist, used as the basis for this document.
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