
 

 

 

Recruitment FAQs 
 

 
Application Stage 

Where can I search for current vacancies? 

You can search for job opportunities on the Provide website on this page, NHS jobs, TRAC 

and on our social media channels: LinkedIn, Facebook and Twitter. 
 

I have been asked to register on TRAC, is this mandatory? 
At Provide it is a mandatory requirement to register an account with TRAC as you will need 
TRAC to book onto your interview and apply for your DBS if you are successful and if required. 

 

How do I register my TRAC account? 
To register your TRAC account, you will need to click on the log in or register button on the 
home page, then click on the ‘Register for a new account’ button. Once you entered your email 
address you will need to click on ‘Start registration’ button. 
 
Once you have registered, an email will be sent to your email account, this will contain a link. 
This will require you to follow this link to verify your email address. When you have followed the 
link you will be able to fill in your personal details and complete the registration process. 

 

Can I Apply by sending in a C.V? 
At Provide we ensure our recruitment processes are fair and open and free from any 
discrimination, therefore we would not be able to accept C.V’s. All applications must be filled 
online via TRAC. You will receive a confirmation email to let you know we have your application. 
 

Do vacancies always go to internal applicants? 
No. It depends on the candidate that best meets the criteria in the person specification and can 
demonstrate this through the application and selection process. 
 

Am I still able to apply if I have a criminal record? 
It depends on the nature of the offence, and the sort of work you want to do in the NHS - for 
example, for roles with direct patient contact you will usually legally be required to declare all 
criminal offences. We are committed to treating all applicants equally and undertake not to 
discriminate unfairly against the subject of a positive disclosure. We wish to ensure that we 
don’t discriminate against ex-offenders. 
 
However some posts are exempt from the Rehabilitation of Offenders Act 1974 and any 
requirements like these will be stated in the job advertisement. If you have any further enquiries, 
please email hr.provide@nhs.net 

 
 
Shortlisting Stage 

How does the selection process work? 
Once our advertising process has finished, we will review our applications and let you know if 
we would like to invite you to an interview.  The process can vary depending on the job you 
have applied for. Most candidates will go through screening, testing, interview and final 
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assessment stages. At this stage you may also be invited to join our talent pool via Trac where 
you will receive updates on future opportunities with us.  
 
Interview stage 

If I am offered an interview, what documentation do I need to bring? 
If you are successful at being offered an interview you will be required to take all original 
qualification certificates and Proof of right to work in the United Kingdom-(Valid Passport/Full 
Birth Certificate) to your interview in line with the Person Specification of the job you have 
applied for. 
 

I have been successful for an interview, how do I book a time? 
To book on for an interview you will be required to go to trac.jobs and click on 'Login or Register 
button'. Once registered you will be required to enter your email address and click 'Register for 
an account'. An email will be sent to your email address containing a link to follow in order to 
complete the registration process. Once an account is created, you will be required to log in; 
you will be asked to enter some personal details in order to claim your application. Once 
claimed, you will be able to book an interview on the system. 
 
Our selection process is built around our Values and Behaviours. By becoming familiar with 
them, you’ll gain a better understanding of the things we’ll be looking for at your interview. The 
interview and assessment process could take many forms, dependent on the role you are 
applying. 
 
Decision making stage 

How we make decisions about recruitment? 
Final recruitment decisions are made by hiring managers and members of our recruitment team. 
All the information gathered during the application process is taken into account. 
 

Will I be contacted if I am not successful for an interview and will I receive feedback? 
All applicants will be contacted via the phone by the interview panel within 48 hours of you 
interview with feedback to determine the outcome of your interview. 
 
Compliance safeguarding checks 
As part of you pre-employment checks, you will be required to book a time to come in via TRAC 
our online Recruitment system. We will also be required to obtain satisfactory, written 
references. Please ensure that the referee details which you provide on your application form 
are correct. We require at least one written reference from your current or most recent line 
manager. We are only able to accept references from a professional work email address. 
 
What is Pre-employment checks? 
Pre-employment checking seeks to verify that an individual meets the preconditions of the role 
they are applying for and we follows the guidance provided by NHS Employers.  
 
Once you have been offered a role we will invite you to meet with us to start your pre-
employment checks. As part of your pre-employment check we will be required to verify your 
identity.  
 
 
 
 



 

The pre-employment checks that you will be required to complete are the following: 
• Proof of identification–https://www.gov.uk/government/publications/dbsidentity-checking-
guidelines 
• Proof of right to work in the United Kingdom-Valid Passport/Full Birth Certificate only 
• Relevant professional registration checks i.e. NMC 
• Declaration form 
• DBS clearance and registration to the DBS update service 
 
Please click on the link below for information regarding documents to present at your pre-
employment check  
http://intranet.provide.org.uk/modules/downloads/download.php?file_name=6729. 
 
You must bring to your pre-employment meeting all documents requested. If any of these 
documents are missing, that means you will need to return and present missing documents.  
 
For more information, do contact the HR recruitment team. 
 
Pre-employment meeting 
You will book an appointment with the HR recruitment team via Trac. At the appointment, we 
will carry out a range of pre-employment checks including the identity documents needed to 
issue you with a Registration Authority SMART card so that you can access databases etc.  
We examine your documents under a scanner and have staffed trained in fraud detection. The 
check carried out at interview is very basic and is not sufficient for audit purposes, nor does it 
meet standards set out by our operational contracts. 
 
Failure to bring all relevant documents will require you in person to return to HR and bring all 
documents again along with the missing document(s). 
 
You must arrive in person as we need to check that you are the person shown in your photo 
identity. Please note a photo will be taken for your identification badge. 
 
 
Will I require a DBS check? 
Should your role require a DBS check you will be required to undertake a DBS check and 
register with the DBS update service. The DBS update service ensures all registered DBS 
certificates are kept up to date and allows authorised parties to view the status of your 
certificate. This is an annual subscription and you will be responsible for ensuring this is 
maintained. If the routine update of your DBS certificate shows no change to your certificate 
you will receive no further communication from Provide. For further information and guidance 
on Disclosure and Barring Service update please https://www.gov.uk/dbs-updateservice. 

I have been asked to fill in my online DBS application, where do I find the link for this? 
You will find the link to fill in your online DBS application on your offer letter under the Disclosure 
and Barring Service Disclosure. A list of the correct ID can be found on the DBS website, please 
click here:https://www.gov.uk/government/publications/dbs-identity-checking-guidelines. 

How many times do I need to present my documents? 
Twice.  

You will need to present your documents at Interview and at the Pre-employment check. 

https://www.gov.uk/government/publications/dbsidentity-checking-guidelines
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What are the benefits offered at Provide? 
As well as offering a competitive salary, annual pay review and bonus scheme, Provide offers 
a flexible benefits scheme, allowing you to tailor your package to suit your needs. Provide also 
offers a Hapi benefits scheme, Bikes phones electronics salary sacrifice, Credit union, Car 
lease, Earnd etc. Please speak to the Recruitment team for more information about this. 
 
Can I start the process of applying for Lease car before my start date at Provide? 
Unfortunately, no, you do need to be an employee of Provide, on a permanent contract, for at 
least 6 months before you can apply. 
 
How much can I earn working for Provide? 
It depends on the type and level of job you are working in. Senior managers have their own pay 
systems, whereas most of our staff are paid under the Agenda for Change pay system.  

Non NHS roles are paid according to the market rates. 

 
What can I do if I feel that none of the current vacancies are right for me? 
Once registered and set up for job alerts in TRAC, you will receive email alerts when relevant 
positions are available. This will allow you to enter search criteria for the job you are looking 
for. Please feel free to regularly check our 'Working for Us' page on this site to view new 
roles/opportunities within Provide. 
 
I am working for an NHS Trust currently; will I still receive my continuous service and 
Annual leave entitlement? 
At Provide your annual leave entitlement will be calculated on the basis of aggregated NHS 
service. A previous period or periods of NHS service will count towards your entitlement to sick 
pay where there has been a break or breaks in your continuous service of twelve months or 
less. Your NHS continuous service date is subject to the confirmation from your previous NHS 
employer(s) or the provision of other documentary evidence to this effect. 
 
Pensions 
All of our employees will have access to a pension scheme – either the NHS Pension or a group 
private pension. The advert for the job will specify which pension is applicable to the role you 
are applying for. If in doubt, please contact the HR Recruitment Team. 
 
You should be aware that not all Provide’s contracts are operated under an NHS standard 
contract and this may have implications for your membership of the Scheme should you change 
post or the team you work for in the future, or if the service is subject to re-provision and 
operated under a different contract. 
 
Can I opt out of being enrolled into the NHS Pension Scheme? 
To opt out of the Pension Scheme you will need to fill out the Pension Opt Out form. Once 
completed you will need to forward the completed application form to payroll for processing. 
 
Can I book annual leave? 
Any annual leave declared during the interview will be honoured. If you wish to book any other 
periods of time, then these will be considered along with requests from other people in the team 
and we cannot guarantee that we will grant this. You need to contact your new line manager to 
discuss this. 
 



 

I have completed some CPR and mandatory trainings with my current organisation. Do 
I have to complete these again? 
Not necessarily, if you have completed basic life support (CPR) or moving & handling people 
training in the past 6 months at your current organisation, please bring certification along to 
your pre-employment appointment.  
We may accept your previous training if you are able to evidence this. If you would like to know 
more about this, please contact our Learning and Development team on 0300 303 9950 or 
provide.learn@nhs.net. 
 
How do I contact the HR services team? 
You can contact HR Services Team on 0300 303 2661 or email: hr.provide@nhs.net. 
HR Department 
900 The Crescent 
Colchester Business Park 
Colchester 
Essex 
CO4 9YQ 
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